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partial solution or a recommended course of ac- 
tion. Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 


Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 


Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history and, when possible, 
to quote an officer of the company. 
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looking for new ways 
to cut paperwork costs? 


hat happens 


when you add a Multilith 
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ing any additional infor- 
mation required) 


ps" RW ORK costs can be cut. Carbon sets and continuous forms offer savings in 
both time and money. Now here is a new way to save. A Multilith Systemat 
duplicating master can be incorporated into your carbon sets. 

This master looks and handles like an ordinary sheet of paper. You can write 
on it directly or through a carbon with pen, pencil, typewriter or any other busi- 
ness machine. 

When the carbon set is prepared, action copies are ready to be distributed im- 
mediately. The master is then available to duplicate any amount of extra copies 
needed on a large variety of paper or card stock. Information can be added to 


Multigraph Duplicator Multilith Model 1250 
—one of the many versatile duplicators 
manufactured exclusively by Addresso- 
graph-Multigraph Corporation and de- 
signed to reproduce from Systemat or 
other Multilith masters. 


the Systemat Master—or deleted—at any time. 
© 1955 A-M Corporation 





ASK ANY LEADING BUSINESS FORMS REPRESENTATIVE FOR INFORMATION ON USING 
THE MULTILITH SYSTEMAT MASTER IN CARBON SETS—OR WRITE ADDRESSOGRAPH-MULTI- 
GRAPH CORPORATION, CLEVELAND 17, OHIO FOR A LIST OF AUTHORIZED PROCESSORS. 
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*Trade-Mark 


SERVING SMALL BUSINESS-BIG BUSINESS—EVERY BUSINESS 


(Circle 402 for more information) 


3 











You sell your 


trademark when you 
give ZIPPO 





New Zippo Barcroft... 
sumptuous gift for executives 


Get hard-hitting frequency of impression for your trademark! Have it 
engraved in full, rich color on the satin-smooth surface of a Zippo— 
as a business gift, or an incentive award for those in your firm. 


It means putting your mark of quality on a quality product! Zippos 
are so superbly built that they work easily ... anywhere... always. 
Your customers will use them constantly indoors and out—on all busi- 
ness and social occasions. And the older a Zippo gets, the more its 
owner will cherish it! 


That means long, long mileage for your gift, at very modest in- 
vestment. Each time a Zippo flashes into flame—20...40...60 times 
a day—your products and services will be remembered! Send the 
coupon now! 


ZIPPO MANUFACTURING COMPANY 
BRADFORD, PA. 


In Canada: Zippo Manufacturing Co. 


lights easily... 


iP? 





Canada Ltd., Niagara Falls, Ont. 
anywhere... 
i i i Flints 
alwa 5 Genuine Zippo Fluid and 
y make all lighters work better 
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i Please give me full information about business gift Zippos — prices in large or small I 
1 quantities, time of delivery, opportunity to use color, and the help your design depart- I 
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How decentralization 


revived a dying division 


by Norman I. Schafler, President 
Consolidated Diesel Electric Corporation 


Stamford, Connecticut 


ae Many an_ otherwise 


cheerful company president is sorely 
troubled by what could be called a 
“black sheep” division. While othe 
divisions blossom and grow, this one 
suffers and grows worse. Attempts at 
minor reorganization or occasional pep 
talks are of no avail. Just about a year 
ago we faced this problem and found 
a solution in decentralization. 

Up until the middle 1940's, we were 
in the business of building generator 
sets. But shortly after World War II, 
we found a second demand _ product 
in a fertilizer distributor and other 
allied farm machinery. The Mount 
Vernon Implement Company — was 
formed as a division of, and under the 
same roof as, 


Mount 


Diesel. 
modestly, but 
steadily, right up to the Korean War. 
Then, suddenly, we found ourselves 


Consolidated 


Vernon grew 


faced with an overwhelming market 
for our generator sets, and an even 
more flourishing demand for a new 
line of aircraft support equipment. 
We now had three divisions on our 
hands. Two of them—generator sets 
and aircraft support equipment—were 
big and bustling with products at high 
prices, from $3,000 to $35,000. The 
third division, the Mount Vernon Im- 
plement Company, was small, but had 
a simple, staple product at a relatively 
low price (average $250). Naturally, 
the obvious occurred—the two big 
divisions began to push the small one 
into the back seat. Within our plant, 


production — bottlenecks multiplied. 


Mount Vernon division personnel be- 
came acutely aware of their secondary 
position in the plant, and projects had 
trouble getting proper shop time. 

These things all served to discour- 
age and, in some cases, disintegrate 
Mount Vernon executives. We hired a 
top-notch Chief Engineer, but he left 
within ten months because, as he put 
it, he felt like ‘an orphan.” 

Mount Vernon was not only losing 
money itself by this time, but it was 
also using money from its more profit- 
able corporate companions. On_ the 
other hand, it did represent a consid- 
erable peace-time potential. 

Then, I received an unexpected and 
sizeable offer for this division. I rea- 
soned that if Mount Vernon was valu- 
able to an outsider, it could be made 
as worthwhile for us. If outsiders were 
interested, why couldn’t we place the 
division outside our own plant, and 
thus give it the room it required in 
order to live and grow? 


Plans for another plant 


I called in the Chief Engineer and 
the General Manager and, in essence, 
said: “You have a good product, an 
important market, capable managerial 
personnel, and _ sufficient financial 
backing. But you’re obviously being 
suffocated here. Since we all agree that 
the farm machinery field has a future, 
would you like to go out and find it?” 

They were more than willing, so we 
worked out an over-all program, with 


methods 





the following major plans: 


1. Mount Vernon would have to 
move out of our Stamford factory 
and find themselves a new site. 

2. Within their own budget, they 
would build a physical plant, and 
hire their own personnel. 

3. They would handle all engineer- 
ing, sales, and advertising, plus the 
major portion of manufacturing. 
They would have their own research 
and development facilities. 

t. Consolidated Diesel would act 
mainly as an outside firm of indus- 
trial consultants and bankers, with 
periodic meetings of both manage- 
ments to be held. 


I did not check the selected locale, 
Norwalk, Connecticut, nor visit the 
plant until it was in full operation. By 
that time, they had prepared and sub- 
mitted their budget, finished their ma- 


chinery, released a complete advertis- 
ing program, etc. All their operations 
were handled directly at Norwalk. 





So far, there is no “Cinderella end- 
ing” to this story. After almost a year, 
this division is still nowhere near as 
big or important as our generator or 
aircraft supply divisions. But some- 
thing even more important has hap- 
pened. Mount Vernon has learned to 
stand on its own, and has established 
its identity. We, in turn, have been 
presented with an impressive blueprint 
for dealing with corporate “‘weak sis- 
ters.” We've already discovered a halt 
dozen benefits which can be obtained 
from giving a division almost complete 
freedom to fend for itself. 

1. Responsibility is pinpointed. Be- 
fore the move, Mount Vernon was 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—No. 8 in a series. 


Thousands of records are filed on each 
roll of film ... ready for immediate 
review in a Recordak Film Reader 





Having Recordak Microfilm copies at the finger tips... 


Speeds research... 


Saves $10,000 per year 


At The Gates Rubber Company, Denver, Colorado, O If you are now posting to both ledger and customer 


world’s largest maker of V-belts, valuable research time statement 
isn’t lost plowing through dead storage files. Expen- © Ifyou are now describing individual purchases, credits, 
sive laboratory equipment isn’t tied up while the search etc., on your bills 


goes on. And, most importantly, experiments aren’t 0 


, If you are now making a record of checks prior to 
repeated because old records can’t be found. 


deposit in your bank 
Putting unwieldy reference files on compact rolls of Q 
Recordak Microfilm did the trick . . . paid off a hundred- 
fold. Savings in the Fan Belt Development Section, 
alone, are estimated at $10,000 per year. 
Just another example, this, of the way Recordak 


If you are now making your punched card reports in 
duplicate, or using multiple carbon forms in sales 
booklets, etc. 


O If you are now making photo copies of records. 


Microfilming is cutting costs for over 100 different 
types of business . . . thousands of concerns. 
See how Recordak Microfilming can help you: 


O If you are now transcribing information from one 


These are only some of the possibilities. You should 
double-check your routines with a Recordak Systems 
Man soon. No obligation whatsoever—just write Recordak 
Corporation (Subsidiary of Eastman Kodak Company), 





record to another 


444 Madison Avenue, New York 22, N. Y. 


**Recordak’’ is a trade-mark 


500 pictures per minute are taken with Recordak Bantam 
Microfilmer, one of 6 models designed for varying budgets. 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 





originator of modern microfilming— 
and its application to business systems 


(Circle 418 for more information) 








Mr. Office Manager: This is the service for you! 


One sure way to improve employee relations and increase 
efficiency in your office, is to provide employees with 
clean cotton linens for their comfort, health, and con- 
venience. And the best way to do this is with linen sup- 
ply service. You have no investment, no inventory, no 
maintenance. Everything is furnished and serviced by 
your local linen supplier, at low cost. Dependable deliv- 
ery and pick-up maintain a continuous supply of your 
exact linen requirements—large or small. 

Call your local linen supplier today. He’s listed in 
your classified directory under LINEN SupPLY or TOWEL 
SERVICE—or write Linen Supply Association for free 
descriptive booklet. 


*Your employees are reading about the “three little 
words” in the April 2nd issue of The Saturday Evening Post! 


In any business... Linen Supply is Good Business 


(Circle 433 for more information) 
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“low man on the totem pole.” Today 
they have their own totem pole. They 
can no longer blame poor production 
or quality on reassigned shop time, 
personnel shortages, or on executive 
favoritism. 

2. Experiment is encouraged. Be- 
cause of lack of production facilities, 
up to a vear ago, it just wasn’t worth- 
while to encourage new developments 
within our farm division. For in- 
stance, a few vears ago, one of ow 
farm machinery engineers worked out 
a farm wagon as a possible addition to 
the line. The new product, even if 
successful, would only have added ap- 
proximately .6°) to our total gross 
volume per year. The project, there- 
fore, had to be dropped, 

Since the separation, Mount Vernon 
finds this new product would add a 
huge 25°; to their gross volume. They 
are, of course, moving full steam ahead 
on it. The difference between these 
two figures—.6°, and 25°,—symbol 
izes the real advantages of thorough 
going divisionalization. 

3. There is no room to grow. When 
Mount Vernon was part of our Stam- 
ford plant, it was clearly limited as to 
possible expansion. Today, it has 
space to flourish and expand. 

1, Top management is freed. Not 
only did Mount Vernon win her in- 
dependence, but top management ol 
Consolidated Diesel were also freed of 
a thousand strictly operational details 
that were part and parcel of the 
Mount Vernon operation. We. still 
think and plan about Mount Vernon, 
but the balance of power and _ super- 


vision has been restored. 


5. We now have a blueprint for the 
future. It is in the nature of things 
that some industrial divisions grow 
faster than others, and the company 
president is, and will always be, tempt 
ed to cut off the weak branches to 
make way for the strong. We at Con- 
solidated have found that such radical 
surgery is not always necessary. <A 
little judicious replanting can do the 
job almost as quickly, and far more 
profitably. The weak division will 
always be with us. If it can’t be saved 
by money or reorganization, we have 
discovered that a litthe management 
imposed independence can easily do 
the trick. m/m 
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Preparing operations for data 


processing 


Dear Mr. Editor: 

Your article on electronic data 
processing hit remarkably close to 
home. I would disagree with 
vou in only two quarters. Our ex- 
perience proves that it does take 
several years to study electronic 
equipment and to prepare internal 
operations to accommodate it. If 
this is so, and apparently both of 
us think it is true, won't it help to 
reduce the impact of unemploy- 
ment? Naturally, if thousands of 
companies installed the big ma- 
chines at once, a lot of people 
would be out of work at once. 
This doesn’t seem likely. I heard 
Norbert Wiener speak quite some 
time ago and I recall that he said 
it would take something like a wai 
to bring about mass introduction 
of electronic systems. 

Second, I will agree with you 
again that the time and money 
that goes into preparing for elec- 
tronic data processing is well-spent 
even if a company doesn’t ulti 
mately buy electronic equipment. 
This points up a strength and a 
weakness of the big machines, 
however. They aren't really “auto- 
matic” since preparatory time is a 
long manual operation. Once you 
have prepared, of course, the ma- 
chine is automatic forevermore un 
less you change the operation. It 
you do, you had better be sure 
that your machine and your sys 
tem will accommodate changes. At 
least half of our investigating time 
Was spent in comparing machines 
with just this contingency in mind. 

In conclusion, | want to compli- 
ment you in not “going ove 
board” anymore than you have. 


NAME WITHHELD BY REQUEST 
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How automation will affect em- 
ployment 


D. S. Harder, the vice president of 
Ford in charge of manufacturing, 
coined the word ‘automation’ in 
1947. He says: 

They say automation will cause 
widespread unemployment. But it 
will create more jobs, create more 
products at less cost, and increase 
the ability of people to consume. 

At this date, as far as automa- 
tion's effect on general employment 
goes, he couldn't be more accurate. 
Automation and total employment 
are both at record levels and don't 
appear to be incompatible. 

However, there are exceptions in 
some industries. In 1948 there were 
147,000 production workers in petro- 
leum refining while in 1954 there 
137,000. During that 


period refinery production rose 22%. 


were only 


Then there's Bell Telephone, prob 
ably leading the pack in automation 
with its automatic dialing systems. 
In 1925 when automatic dialing wa 

t being introduced, there was one 
40 phones in use. T 


lay there's one worker for 70 phones. 


employee to 


But service and business have in- 
creased so much that employment 
has jumped from 400,000 workers 
after World War II, to 600,000 now. 
DOUGLAS LARSEN, NEA Staff Writer, 
New York World-Telegram and Sun. 


New intermediate size computer 
The new Univac File-Computer, 
featuring the introduction of fast 
random access and multiplex 
monitoring to standard electronic 
data processing systems, has been 
announced for delivery this yea 


by Remington Rand Inc. (next page) 





COST THE SAME OR LESS! 


Only DIEBOLD 


are backed by a nation-wide sales- 
service organization that offers these 
services . . . without charge . . . with 
each order for 100 or more files: 


Free Installation 


2. File Room Layout 
3. Records Management Manual 
4. Automatic Record Destruction 
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Diebold. 


';R ESR FP Beate 
908 Mulberry Rd., S. E. 
CANTON 2, OHIO 






Steel Files... 


You can’t afford to use cardboard... 
now that Diebold steel files are avail- 
able at the same cost or less. Safe-T-Stak 
files also save 50% in space... elimi- 
nate erection and replacement costs... 
and protect records from dust, damp- 
ness and vermin. Ask us to prove the 
savings you can realize with Diebold 
steel files. Call your Diebold representa- 
tive, or use coupon today. 


Diebold, Inc. 

908 Mulberry Rd., S. E. 

Canton 2, Ohio 

Please show us how to save money, time and 
space with steel files. 
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continued 


In practical terms, this means 
that inventory, cost, or other fig- 
ures on any item—right up to a 
specific moment—may be had by 
pressing a key; unsorted data can 
be processed completely in a sin 
gle high-speed program; any and 
all input media—paper or mag 
netic tape, 80- or 90-column 
punched cards, 10-key devices o1 
typewriters—may be used; and the 
multiplexing unit enables the File- 
Computer to process simultaneous 
ly several unrelated types of trans- 
actions such as inventory control, 
payroll, and cost distribution. 

Designed to meet the demand 
for an intermediate size alpha- 
betical and numerical data_ pro- 
cessing system, the Univac File- 
Computer is applicable to all 
punched-card users with multiple 
applications, or with a large single 
application. The equipment is 
priced at $300,000 to $500,000, 
with monthly rentals at $4,500 to 
$8,000, depending on the number 
of units required. 

In terms of the usual punched- 
card procedures, the File-Com- 
puter eliminates many manual or 
machine steps required for match- 
ing new data with related file data. 
It eliminates the need for sorting, 
merging, collating, reproducing, or 
pulling cards from a tub file be- 
fore the processing can begin, and 
does away with the necessity for 
waiting until an economic batch 
of data has been accumulated. 
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New high-speed printer for com- 
puter output 
Development of a new super-speed 
process called ‘'Electrographic Re- 
cording, which will print iightning- 
fast calculations of an _ electronic 
brain" at the rate of 5,000 charac- 
ters a second, has been revealed by 
Burroughs Corporation. Potential ap- 
plications for Burroughs  electro- 
graphic printing technique include: 
|. Electronic computer output sys- 

tems 











THE HOOVER COMMISSION REPORT SHOWS — 


Microfilm Alone Is Not Enough 


The Hoover Commission report presented to Congress in February of this 
year reports government usage of microfilm classified as follows: 


Space saving only— 40%, 


Security purposes— 25°% 


Safeguard against deterioration and provide extra copies—7% 
As a day-to-day tool— 28°, 


In connection with space saving only, the report questions microfilm’s 
practicability. The applications involving microfilm for security and as a 
safeguard against deterioration drew no specific comment. 


Regarding microfilm as a day-to-day tool, we quote from the report: 


66 The greatest potential of microfilming is 


undoubtedly as a labor-saving machine in 
day-to-day operations. The survey reported 
that about 28 percent of all microfilming 
was in this area. The task force found an 
example of this type of application. The 
Navy has developed a plan, now in the 
experimental stage, which will allow the 
substitution of microfilm techniques in lieu 
of the use of conventional vandykes and 
blueprints needed in connection with the 
repair and maintenance of electronic equip- 





ment and aircraft. A 35-millimeter micro- 
film is inserted in a punched card. The film 
may be sorted mechanically to allow for 
ease of reference. It can also be projected 
for reading purposes. In those cases where 
printing is needed, a low-cost reproduction 
process has been devised. Possible savings 
in Outlay after equipment costs have been 
amortized were estimated by the Navy at 
$1,700,000 annually. Also, storage require- 
ments would be reduced to less than 


1 percent of the present requirements. 99 
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UNITIZED MICROFILM EQUIPMENT AND SUPPLIES 


The card shown on this page is a Filmsort Aperture card containing 
an engineering drawing reduced to a frame of 35mm film mounted into 
the card. 


Filmsort is the sole manufacturer of Aperture cards permitting the 
mounting of single or multiple frames of microfilm within a card. 
Microfilm mounted in Filmsort cards may be filed and interfiled accord- 
ing to standard filing methods. Filmsort cards may be combined with 
electric accounting machine systems, marginal punched or manual filing 
systems. With Filmsort, the means of locating is combined with the 
actual file. 

Microfilm mounted in Filmsort cards may be instantly restored to 
original size for easy reference in a Filmsort viewer. When prints are 
needed, they may be made direct from microfilm using a Filmsort viewer 
in combination with any one of several photocopy methods. 

Filmsorted records are easy to file, easy to find, easy to use. Filmsort 
combines the space savings and security of microfilm with the 
accessibility of a card file. 

Only with Filmsort can you combine all the advantages of microfilm 
with all the advantages of a card filing system, taking advantage of the 
greatest potential in microfilm today, as cited by the Hoover 
Commission Report. 


Filmsort is the PLUS that makes microfilm practical for day-to-day use. 


Filmsort ‘D” Aperture Card 


This is a 17x22” 

engineering drawing 
microfilmed at a 16 
times reduction and 
unitized by Filmsort. 


DEXTER FOLDER COMPANY 
U. S. PAT. NOS. 2,511,659; 2,512,106; 
2,587,022 OTHERS PENDING 





FILMSORT ® FILMSORT DIVISION 


FOR COMPLETE DETAILS ON THE FILMSORT SYSTEM MAIL THIS CARD 


Manufactured by Filmsort Division, Dexter Folder Company, Pearl River, N. Y. 
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2. High-speed labeling or high-speed 
strip painting 

3. Page printing 

4. Teletyping and telemetering ap- 
plications 

5. Facsimile, duplicating applications 

6. Display applications 

The current laboratory model is 
being used as a basis for further re- 
search into the development of this 
new art and for exploring its full 
potential for business, industrial, and 
governmental use. 

The present model, which uses a 
single print head to create a single 
line tape, is capable of being ex- 
panded to include a number of print 
heads. This expansion would multiply 
the present output of 5,000 charac- 
ters a second by the number of print 


heads added. 


= 


Sylvania plans new Data Pro- 
cessing Center 

On January 23, Sylvania Electric 
Products announced plans for the 
establishment of a company-wide 
Data Processing Center. Heart of 
the system of mechanization to be 
employed at the Center will be a 
“Univac” electronic computer. 

President H. Ward Zimmer said 
centralization and mechanization 
of data processing functions in one 
large facility have become neces- 
sary because of the company’s 
rapid growth in many widely di- 
versified manufacturing fields. Syl- 
vania has nine operating divisions, 
and maintains 45 plants and 12 
laboratories in 11 states. Under 
the new system, the company’s 
various installations will feed 
financial and production informa- 
tion via an electronic communica- 
tions network to the Center, where 
the data will be instantly summar- 
ized for corporate and decentral- 
ized management. 

In addition to the primary ob- 
jective of making all operating 
information available much mofe 
rapidly than it has been in the 
past, Mr. Zimmer said, it 1s esti- 
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Send information to: 


FILMSORT DIVISION 
Dexter Folder Company 
50 South Pearl Street 


(We'd like to pay postage, Pearl River, N. Y. 
but postal regulations forbid it) 
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UNITIZED MICROFILM EQUIPMENT AND SUPPLIES 


The card shown on this page is a Filmsort Aperture card containing 
an engineering drawing reduced to a frame of 35mm film mounted into 
the card. 


Filmsort is the sole manufacturer of Aperture cards permitting the 
mounting of single or multiple frames of microfilm within a card. 
Microfilm mounted in Filmsort cards may be filed and interfiled accord- 
ing to standard filing methods. Filmsort cards may be combined with 
electric accounting machine systems, marginal punched or manual filing 
systems. With Filmsort, the means of locating is combined with the 
actual file. 

Microfilm mounted in Filmsort cards may be instantly restored to 
original size for easy reference in a Filmsort viewer. When prints are 
needed, they may be made direct from microfilm using a Filmsort viewer 
in combination with any one of several photocopy methods. 

Filmsorted records are easy to file, easy to find, easy to use. Filmsort 
combines the space savings and security of microfilm with the 
accessibility of a card file. 

Only with Filmsort can you combine all the advantages of microfilm 
with all the advantages of a card filing system, taking advantage of the 
greatest potential in microfilm today, as cited by the Hoover 
Commission Report. 


Filmsort is the PLUS that makes microfilm practical for day-to-day use. 
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2. High-speed labeling or high-speed 
strip painting 

3. Page printing 

4. Teletyping and telemetering ap- 
plications 

5. Facsimile, duplicating applications 

6. Display applications 

The current laboratory model is 
being used as a basis for further re- 
search into the development of this 
new art and for exploring its full 
potential for business, industrial, and 
governmental use. 

The present model, which uses a 
single print head to create a single 
line tape, is capable of being ex- 
panded to include a number of print 
heads. This expansion would multiply 
the present output of 5,000 charac- 
ters a second by the number of print 


heads added. 


Sylvania plans new Data Pro- 
cessing Center 

On January 23, Sylvania Electric 
Products announced plans for the 
establishment of a company-wide 
Data Processing Center. Heart of 
the system of mechanization to be 
employed at the Center will be a 
“Univac” electronic computer. 

President H. Ward Zimmer said 
centralization and mechanization 
of data processing functions in one 
large facility have become neces- 
sary because of the company’s 
rapid growth in many widely di- 
versified manufacturing fields. Syl- 
vania has nine operating divisions, 
and maintains 45 plants and 12 
laboratories in 11 states. Under 
the new system, the company’s 
various’ installations will feed 
financial and production informa- 
tion via an electronic communica- 
tions network to the Center, where 
the data will be instantly summar- 
ized for corporate and decentral- 
ized management. 

In addition to the primary ob- 
jective of making all operating 
information available much more 
rapidly than it has been in the 
past, Mr. Zimmer said, it is esti- 
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McBEE 


Heads may roll at General Offices tomor- 
row. Without the reports from the Spring- 
field branch, the monthly profit-and-loss 
statement can’t be completed. But [rene 
is past caring. 

You see, it’s like this every month. A big 
pile-up of figures to be boiled down into 
one report at the last minute. She’s fed up. 

What Irene needs is Keysort punched- 
card accounting. With Keysort, her fig- 
ures would always be right up to date. 
End-of-the-month would be just like any 
other day. And the report from this 
branch would always reach the home- 
office comptroller on time. 





the dance!” 





It’s situations like this which prevent 
many a decentralized company operation 
from reaping decentralization’s full re- 
wards. Progressive management can still 
be seriously hobbled by inadequate ac- 
counting procedures in branch offices. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. On your desk by the 4th 
of each month. Whether you run a 100- 
man plant or a string of branches serving 
the whole country. At very low cost. 

Thetrained McBee man near you will be 
glad to show you how it’s done. Or write us. 


R) 
~ 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


(Circle 435 for more information) 
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mated that Sylvania’s new data 
processing program will save the 
company ‘‘a large sum” in direct 
costs by more efficient processing. 
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Combined business and scientific 
machine 

Scientists at the Missile Systems 
Division of Lockheed Aircraft Corpo- 
ration have received an ‘electronic 
assistant’ to help them with their 
many engineering problems. It is a 
new type of electronic data process- 
ing machine which, in addition to the 
solution of high-powered scientific 
problems, will handle such tedious, 
complex office work as calculating 
the payroll. The machine is a Type 
650 Magnetic Drum Data Processing 
Machine manufactured by the Inter- 
national Business Machines Corp. 

During most of the week the new 
machine will be working for Lock- 
heed's guided missile engineers, com- 
puting flight paths for fully-gquided 
missiles by numerical simulation of 
control systems and autopilots. It will 
calculate heating effects at extremely 
high speeds and help with upper- 
atmosphere research. It will also be 
applied to design studies and per- 
haps even computation of orbits for 
pace vehicles. The machine will 
ome up rapidly with answers to 
problems that are otherwise virtually 
unsolvable or time-consuming 
esser machines. 

Then, one hour each week, it will 
turn its versatile hand to Lockheed 
Missiles’ hourly payroll of 1,500. Each 
of the nearly one million calculations 
performed in this hour is automatic- 
ally checked by the machi 


Electronics is big business 


‘In 1947, the dollar volume of the 
electronics industry was one. bil- 
lion dollars. Last year, this figure 


jumped to six billion dollars, sub 
stantially exceeding even its war- 
time peak.” 

DOUGLAS C, LYNCH, President, Brush 
Electronics Company 
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Here's a tax-financed program of interest 


to both stockholders and key executives 


How your company can finance 


your retirement FREE 


CE \ ost corporation ex- 


ecutives 





including executives who are 
substantial stockholders in the 
companies which employ them — no 


also 


matter how busy they may be, some- 
how find time to dream of the day 
when they can put aside their business 
cares and retire. It usually begins as a 
casual thought in the executive’s for- 
ties, and develops into something re- 
sembling a plan in his fifties. By the 
time he reaches his late fifties and six- 
ties, it often has become an obsession. 

Naturally, an executive who has 
come to enjoy a high standard of liv- 
ing wants to continue on that level 
for the rest of his life. Suppose. an 
executive’s children are, when he re- 
tires, married and self-supporting. How 
need then 
than he needs right now? It will be less, 
but not very much less. Most experts in 
this field would say that the average 
retired executive ought to have, after 
taxes, at least 50% of his after-tax in- 
come in order to lead a contented re- 
tired life. The percentage probably 
would be higher for executives pres- 
ently earning $10,000 to $20,000 per 


much less income will he 





The author: Mr. Zeigen is a member of 
the New York Bar and President of the 
New York Chapter of Chartered Life 
Underwriters. He is a consultant and is 
widely known as a writer and lecturer 
on Estate Planning and Pension and 
Profit-Sharing Plans. 
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by Samuel L. Zeigen, LL.B., C.L.U. 


year, and proportionately lower for 
those earning over $50,000 per year. 
Fifty percent is a nice round figure 
to aim for, but it ought to be viewed 
as a minimum sum. This percentage 
assumes a steady price level. Despite in- 
termittent fluctuations, the cost of liv- 
ing has shown a steadily rising curve 
for over 300 years. There is no reason 
to believe that this will not continue 
indefinitely. Therefore, an extra 10% 
safety margin ought to be figured. 


Providing retirement income 

Once an executive decides he wants 
to retire, and estimates what he is go- 
ing to need to retire the way he wants 
to, he has to face the issue of where 
the money is to come from. Social Se- 
curity is certainly going to help, but it 
is merely a start. The next source is 
savings. A  $30,000-a-year 
executive, filing a joint return with his 
wife, has between $21,000 and $22,000 
left after taxes. Does his family live on 
$10,000, $20,000, or $25,000? The ques- 
tion as to savings has to be answered by 
the individual himself. if the 
executive does live modestly enough 


pel sonal 


Even 


to save, it is the rare businessman who 
can save enough to be able to provide 
for his retirement. 

The question as to where the money 
is coming from, by a process of elimina- 
tion, virtually answers itself. The exec- 
utive has to look to his business to 
provide his retirement income. There 


are two major vehicles for providing 


retirement income. 
First, there is the pension plan mechan- 
ism; and, second, the special executive 
deferred compensation plan. One plan 
does not exclude use of the other. 
Medium and small companies have 
only recently taken advantage of the 


executives with 


opportunity to provide pensions for 
their employees. Even today, a great 
many businessmen do not realize the 
enormous subsidy offered by the Fed- 
eral government, through special In- 
ternal Revenue Code provision, to pro- 


vide employee retirement pensions. 
(next page) 

Monthly | ' Initial 
Pension nsurance | Contribution 





Participants Age pn 
Stockholders 
- 55 $ 3,000 
6 53 3,000 
Cc SI 3,000 
Key men 
D 50 1,500 
E 45 1,500 
F 40 1,500 
Total for other 
29 employees 37 116,000 








$ 750 $ 75,000 $13,400 
750 75,000 11,100 
750 75,000 9,400 
375 37,500 4,800 
375 37,500 3,100 
375 37,500 2,400 
2,900 290,000 16,200 


SUMMARY 


Total Contribution 
Net Cost after taxes 


Total contributed for benefit of stockholders . 
Total contributed for benefit of key men ... 


Total contributed for benefit of all executives 


$60,400 
30,200 


33,900 
10,300 
$44,200 





COLUMBIA 


TABULATOR RIBBONS 





Many a valuable tabulator idles away hours of costly down- 74 


time because of ordinary ribbons—ribbons that can’t stand 
the tabulator’s demanding pace. 

Columbia Tabulator Ribbons are custom-engineered to 
thrive on the tabulator’s speed and powerful pounding. They 
reduce changing to a minimum and insure you long, unin- 
terrupted operation. 

Columbia’s rugged fabrics resist the cutting and fraying 
which clog intricate type mechanisms—a major cause of 
downtime. In fact, they outlast ordinary ribbons up to five 
times. And Columbia’s exclusive, non-gumming ink insures 7 
permanent, easy-to-read figures. 

For further information, see your local authorized 
Columbia dealer. He’s an expert. Meanwhile, we'd like 
to send you—free, of course—the handy Columbia 
Ribbon and Carbon Reference Book. Just clip the 
coupon and mail with your letterhead, today. 





orn RIBBON & 
/ CARBON MFG. CO., INC. 
494A Herb Hill Road, 

Glen Cove, N. Y. 


{Send me the Ribbon 
/ and Carbon Reference Book. 

















, / 
7/ Name 
RIBBONS & CARBONS / 
¥ V7 4 Company 
ay) 7/ hacen 
Brand names that mean quality— 7 








SILK GAUZE -CLASSIC-MARATHON | 7 city —— 
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The business owner interested enough 
in his employees to offer them pensions 
on retirement needs no inducement to 
do so. The Internal Revenue Code 
makes it easy for him. At the same 
time, the business owner who neither 
desires to benefit his employees, nor 
feels the need to encourage their pro- 
ductivity, is nevertheless aided in estab- 
lishing a pension plan by the tax law. 

There are other businessmen who 
feel that pension plans are for indus- 
trial giants, with employees numbering 
into the thousands, They do not realize 
that it is exactly in their own smaller 
businesses that pension plans can bene- 
fit them the most. In most medium and 
small companies, pensions can be pro- 
vided for executive-stockholders and 
ordinary executives at bargain rates. 

The Internal Revenue Code _pro- 
vides that all contributions to an em- 
ployees’ benefit plan which meets the 
requirements set forth in the code will 
be deductible for corporation income 
tax purposes. These requirements are, 
generally, that the plan will not dis- 
criminate against low-paid employees 
in favor of high-paid employees. In 
operation, this means that an execu- 
tive earning $40,000 per year cannot 
receive a pension of 50% of salary, 
while an employee earning $4,000 re- 
ceives a pension of 10% of salary. This 
is “discriminatory.” 

If the executive receives a 50% pen- 
sion, so, too, must the lower-paid em- 
ployee. There is one exception. In com- 
puting the pension, or the salary on 
which it is based, the primary Social 
Security benefit, or the highest salary 
on which it is based, may be excluded 
for computation purposes. For ex- 
ample, if in the example just men- 
tioned, it was decided to exclude the 
maximum amount on which Social 
Security was based, pension computa- 
tion would be on all amounts over $4,- 
200 per year. Thus, the executive’s pen- 
sion would be based on $35,800 ($40,- 
000 minus $4,200), and the $4,000 em- 
ployee would receive nothing. 

The other main type of discrimina- 
tion is with respect to eligibility re- 
quirements. For example, if the wait- 
ing period for plan participation is 
three years of continuous employment, 
it must apply to everyone. A plan will 
not qualify for Internal Revenue Code 





purposes if highly-paid executives may 
commence plan participation after one 
year of employment while lower-paid 
employees must wait four or five years, 
The rules as to discrimination are not 
very severe and, therefore, do not mili- 
tate against installing a pension plan. 


Tax incentives in pension plans 


Contributions to a qualified pen- 
sion plan are deductible from the gross 
income of the corporation. Also, the 
participants in the plan will not be 
taxed on the contributions made for 
their benefit until they actually receive 
distributions from the plan. ‘This rep- 
resents the heart of the bargain. This 
means that the highly-paid executive 
will not have to pay tax on the amount 
contributed to purchase his pension. 
He does not have to save the money 
out of his after-tax income to buy his 
pension. Nor will the contributions 
made for him be taxed in a high tax 
bracket. Tax will be postponed until 
the executive reaches retirement, and 
begins to receive his pension. At this 
time, the executive will normally be 
in a much lower tax bracket. 

The twin advantages of deductibility 
of contributions and deferral of tax 
until distribution are enormously com- 
pelling, and represent a tremendous 
tax bargain which is available to any 
company. Bearing this in mind, it is 
possible to rebut any objections on the 
part of a firm which feels it does not 
wish to benefit rank and file workers. 

If a company is in a 50% corporate 
income tax bracket and establishes a 
pension plan, its contributions actually 
cost 50¢ on the dollar. Thus, since the 
government would receive half of the 
contributed amount if no plan had 
been established, the company is al- 
ready off to a good start. For example, 
if we have a plan which calls for a total 
contribution of $1,000, the company 
actually pays only $500. A reluctant 
company may still have objections. 
“We still are paying $500 for the bene- 
fit of employees we don’t need to help,” 
the executive-stockholders and other 
executives may say. 

This isn’t necessarily true. The ac- 
tual cost to the company is invariably 
much less than that $500. It must be 
remembered that the executives are 
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also in the plan. Some may be stock- 
holders. Others may be important ex- 
ecutives, without whom the _ business 
would function only with great hard- 
ship. These are “key men’ who need 
inducement to stay with the company 
in the present market of competitive 
bidding for able executives. For such 
executives, a pension plan is virtually 
a “must,” and pension plans are cer- 
tainly a factor in “pirating” of key 
executives by competing companies, 

In the case of stockholder-executives, 
the contribution made is certainly not 
a cost. They are receiving back the 
benefit of their own contribution, 
which was deductible in the first place. 
Nor is the contribution for an im- 
portant executive an actual cost, since 
such a benefit is usually necessary to 
retain his continued employment. The 
only actual cost to the company is the 
amount expended, after the deduction, 
which is less than the amount con- 
tributed for the benefit of the ex- 
ecutives. If the amount contributed for 
these executives is $400, for example, 
the cost is $100 ($1,000 minus the 
amount of $500 which would have gone 
for taxes if no plan had been estab- 
lished, and minus the amount con- 
tributed for executives). If the contri- 
bution for the benefit of executives is 
$500, the cost is nothing. And if the 
contribution is more than $500 for 
executives, the company has actually 
profited. The executives are getting 
pensions for very little, or for nothing, 
or a profit has been realized. 


A case study of tax incentive 


An example of the foregoing 
will clarify this point. But first, it 
should be noted that there are a great 
number of ways of funding a pension 
plan, and a variety of benefits which 
may be offered. For example, in 4 large 
company, an actuarially-computed fund 
may be used to provide pensions, and 
group insurance (term or permanent) 
may provide insurance protection in 
event of death before retirement. For 
smaller companies, both pensions and 
insurance are commonly provided by 
means of individual retirement income 
policies which also include insurance, 
This method is also used very often in 


the case of larger companies, for the 
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PORTANT NEWS 
FROM EDISON! 





CAN NOW BE A 


DICTATING 


INSTRUMENT! 


EpisoN—first in phone dictation—brings you an- 
other new service: Dial Dictating. Your present 
telephone, your present phone wiring, can now be 
connected to an EDISON TELEVOICE central recorder 
to give you all the advantages of new-fashioned 
EpIsON TELEVOICE, EDISON’s wonderful network 
dictation system! Every phone having inter-office 
dialing becomes a dictating instrument—ever avail- 
able, giving you full recorder control, cutting dic- 


tation cost to one-third—or less! If you now have 
telephone company—or private—inter-office dial- 
ing, you're all set for instant dial dictation service; 
if not, here’s greater reason to add it. Your EDISON 
representative has the facts on both types of systems 

and the savings figures. Ask him how you can pay 
for this system as you pay for telephone service. 
Send coupon or phone our office near you. You'll 
be very glad that you did!... 





EDISON TELEVOICE 


—that new fashioned phone dictation system 


SEND COUPON, or phone local Epison : 
representative listed under EDISON VOICE- 
WRITER, for full information, your local 
phone company’s rates, etc. 





Q Edivon, 


ALSO MAKERS OF THE FAMOUS EDISON 


! 
NICKEL-IRON-ALKALINE STORAGE BATTERY 1 
' 


(Circle 475 for more 


Thomas A. Edison, Incorporated 

13 Lakeside Avenue, West Orange, N. J. 
Send me new booklet telling 

about EpisOn Dial Dictation-Intercom. 


Se ae aaaae - a ee 
COMPANY 
ADDRESS = 


CITY ciciaptemadaenitiialianin ZONE _~ STATE 


information) 








14 








measly copy! Now my two girls have to drop everything, 
and type new price lists and letters to the men in the 
territory...The home office could spare the branches a 


lot of grief by just sending enough copies...” 


Not enough copies... 
loses time, delays action, lowers efficiency 
in every business...is a chronic problem 
which Ozalid can usually solve. 
Anything written or typed, printed or 
drawn on translucent (lets light through) 
paper can be copied on an Ozalid machine, 
in less than a minute. The copy is accurate, 
clear, dry and ready for use. 
A letter size copy costs less than 2¢— 
a lot less than retyping and proofreading, 
transcribing, photocopying. And anybody 
can use an Ozalid machine. 
Saves every department... 
Thousands of companies now use Ozalid 
copies of orders, invoices, material lists, 








(Circle 476 for more information) 


One measly carbon! 


“Price changes effective next Monday—and I get one 





statements, bulletins, tax returns, charts 
and drawings—to speed production, order 
filling, accounting, billing. shipping, etc. 

Add new entries on cumulative reports, 
and Ozalid copies save transcribing and 
typing. Files can be reduced; one carbon 
makes Ozalid copies anytime. 

Even ina small office, an Ozalid machine 
soon pays for itself. Call the nearest Ozalid 
distributor (see phone book) and ask for a 
demonstration. Or write to 58 Ozaway, 
Johnson City, N. Y. In Canada, Hughes 
Owens Company, Ltd., Montreal. 


OzaLip—A Division of General Aniline & 
Film Corporation... From Research to Reality 


BAMBINO (right) is the smallest, 
fastest, low-priced office copying 
machine; will make 200 copies 
an hour, on sheets as wide as 9’, 


for less than 2¢ a copy. 


OZAMATIC (left) is a table 
model, handles sheets as 


wide as 16”, and can make 
up to 1000 prints an hour. 













reason that insurance is the surest way 
for providing guaranteed amounts at 
exactly the time they are needed. The 
worries of investment of plan assets, or 
accurate actuarial computation, or 
poor mortality experience, are entirely 
eliminated when an individual policy 
plan is used. 

The following is based on individual 
policies. The “M’’ Manufacturing Com- 
pany has 35 employees who would 
qualify for participation in the pension 
plan, though its total number of em- 
ployees may be much higher. ‘These 
have been employed for five years or 
more and so have fulfilled the waiting 
period requirement. The plan provides 
that no person over 65 may participate 
(any age may be set; in addition, a 
minimum age may be set). The stock- 
holders are A, age 55; B, age 53; and C, 
age 51. Each owns one-third of the com- 
mon stock, and each receives as salary 
$36,000 per year. In addition, there are 
three key men: D, age 50; E, age 45; 
and F, age 40. Each receives $18,000 
per year. The remaining 29 (grouped 
together for simplicity in computation) 
average 37 years of age. Their average 
earnings are $4,800 per year. The com- 
pany is in a 50 percent corporate in- 
come tax bracket. 

It is desired to provide a pension of 
25°, of monthly salary (exclusive of 
overtime and bonuses), The insurance 
benefit is 100 times the monthly pen- 
sion. No deduction for Social Security 
benefits is taken. ‘The computations are 
shown in the chart on page 11 (figures 
are rounded out to nearest $100). 

These figures vividly show how, at a 
net cost of $30,200, the stockholders are 
contributing $33,900, for themselves. 
If the key men are included, the con- 
tribution is $44,200 at a net cost of 
$30,200. Looking at it another way, 
each of the stockholders is contributing 
his share of the net cost, after taxes, of 
$30,200, or roughly $10,000 each. But 
in exchange for his $10,000, the stock- 
holder has purchased: 


1. A guaranteed minimum pension 
of $750 per month for life. 


2. Insurance of $75,000 which will 
be paid to his family in the event 
of his death before retirement. 


3. A pension of $375 per month for 
a key man. 


methods 


4. Insurance of $37,500 for a key 
man to be paid to his family in the 
event of his death before his re- 
tirement age. 


5. A virtual guarantee for the con- 
tinued service of the key man with 
the company until his retirement 
or death. 


6. Security for qualified rank and 
file employees. 


7. An inducement for rank and file 
employees to remain with the com- 
pany, thus establishing a staff of 
loyal employees with long years of 
service behind them. 


This is quite a bargain. It will be 
noted from the contribution figures 
that two of the stockholders could not 
have purchased $750 in pension and 
$75,000 in insurance for $10,000. The 
third could have just made it. More- 
over, the total contributions will be 
reduced about 15% in subsequent years 
because of dividends used to reduce 
premiums. In addition, the contribu- 
tions come directly from the corpora- 
tion. They are deductible and they are 
not currently taxed. The company has 
benefited and, to top it all, the stock- 
holders and the executives have auto- 
matically planned their estates, both 
for retirement and death, and _ the 
United States Treasury Department has 
subsidized it. 

The figures that were submitted cor- 
respond to a number of pensions which 
the author has installed, The figures 
will correspond to these whether the 
company is smaller or larger, whether 
the benefits are greater or less, than 
those indicated. In many larger com- 
panies, there are more key executives 
who are apt to seek more lucrative posi- 
tions with other companies. This only 
serves to make pension plans more 
compelling. In the case of a smaller 
company, the results are likely to be 
very similar. 

There is one caution, however. In 
plans such as the one indicated, it will 
be noted that the contributions for the 
benefit of the stockholders exceed 50% 
of the total contributions. The Trea- 
sury at one time had a rule of thumb 
that held that a plan would not be 
qualified for tax purposes if the stock- 
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REYNOLDS & REYNOLDS 
ACCOUNTING 
MACHINE 


SPECIALISTS! 


You bet... it takes a specialist to produce accounting 
machine forms that protect the efficiency of your 
accounting machines, If your present forms do not 
record all the information you desire, if they do not 
register perfectly, if they do not provide perfectly 
legible copies, if you want Precision-made accounting 
machine forms at an attractive price... call in the 


specialist, your Reynolds & Reynolds Representative. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF, 
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holders received the benefit of more 
than 30% of the total contributions. 
This rule was eliminated by case law. 
However, the Treasury has since been 
attempting to have such a limitation 
provision in the Internal Revenue 
Code. This attempt was unsuccessful in 
the passage of the 1954 Code. However, 
most observers feel that the prospects 
for the Treasury obtaining such a pro- 
vision is favorable for 1955. 

While such a provision would cer- 


tainly apply to plans initiated after the 


eflective date of the enactment of the 
prospective legislation, how it would 
affect plans already in existence is open 
to question. It is the author’s conten- 
tion that some relief, temporary or 
permanent, would be extended to plans 
in operation before the legislation was 
passed (if passed at all). In any event, 
timely action by companies now with- 
out pension plans is recommended. 
Even if such legislation passed, it 
would not militate against installation 
of plans. The net cost in the case of a 
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Scrintomatic_ Can Help You, Too 
- « « to Mechanize Billing Control on Customers 


A Book-Club with several millions of 
customers is using the Scriptomatic 
system to prepare invoices and ad- 
dress promotional material. A Scripto- 
matic master card is prepared and 
punched to accommodate allinformation 
on club members. The Scriptomatic ad- 
dresses a duplicate punched card from 
the master which serves as an invoice 
and an address to carry the book to 
the customer. When invoice card is 
returned with payment it is very quickly 
sorted into the same file order as 
master record because it has been 
originally prepunched from the master. 
Receipt of payment information is re- 


Continuous Tab Card Form 
Carbon Backed 
Master Stock 







corded on the master by file clerk 
using a hand punch. Pilot holes in master 
insure accuracy of punched record. 


By combining a tabulating machine 
card with the Scriptomatic addressing 
medium you, too, can get the advan- 
tage of high speed selectivity of all 
types of statistical data, eliminate 
cross-files and second lists, and lower 
your costs for masters. Scriptomatic 
masters are prepared more rapidly 
with standard office equipment... and 
the Scriptomatic Addressing Machine 
gives you high speed addressing of a 
wide range of materials, including 
mailing tapes. 


~ — © Address Master— 
al from which the Scriptomatic 
addresses a punched card 
invoice—only when due. 


_—-@lnterpreted information— 
account number, date, 
order number, etc. 


After typing,complete tab card masters are die cut 


on Standard Register Die Cutter. At same time a field 


of pilot holes is punched in the payment record area 
fo facilitate use of hand punches at the file. 


Write for actual case studies and descriptive material. Discover now, 


at no obligation, if Scriptomatic can 
improve your specific procedures. 


SCRIPTOMATIC INC. 






310 North lth Street, Philadelphia 7, Pa. 
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corporation in a 509% bracket would 
still be one-half of the total contribu- 
tions. The stockholders would receive 
30°, of the contribution. If the key 
men received 20°7, the cost is zero. 

A pension plan is but one type of 
employee benefit plan which can_ be 
successfully utilized by an executive for 
his own estate planning purposes. 
There are also profit-sharing plans and 
stock bonus plans which may offer 
similar tax and financial opportunities, 
depending on circumstances. 


Supplementary retirement planning 


To get back to executive retirement 
planning, they have now succeeded in 
obtaining insurance protection and 
25°, of their incomes at a bargain rate 
—which they could not have afforded 
through purely personal planning or 
saving. In order to obtain the desired 
50° of after-tax salary, it is necessary 
to find how much more is needed. 

A $36,000 per year executive, mar- 
ried, has an after-tax income of about 
$24,000. He would want about $12,000 
after-taxes for his retirement. He has a 
gross income of $9,000 per year from 
the pension plan, which, assuming he 
is over 65 and his wife is not, would 
leave him about $8,000 after taxes. He 
also has Social Security, which gives 
him another estimated $1,300 per year. 
Thus, he has a total of $9,300, with 
$3,700 still to go (or more if he prefers). 

In the case of a stockholder, the extra 
amount (no matter what it may be) can 
be provided by means of a stock pur- 
chase agreement, effective upon death 
or retirement. This sort of plan pro- 
vides for each stockholder to be in- 
sured, either by the corporation or by 
his fellow stockholders. ‘The proceeds 
(either at death or upon surrender of 
the insurance contract at retirement) 
are used to purchase the stockholder’s 
interest. This is a major topic in itself 
and cannot be dealt with here. 

In the case of an executive with no 
stock interest, the extra amount he will 
need can be provided by the corpor- 
ation. This would also apply in the 
case of a stockholder who does not wish 
his stock to be sold at his death or re- 
tirement. He may wish to leave it to his 
wife or son. This, too, is an estate plan- 
ning topic of great magnitude. 

The way in which the corporation 
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The only publication 
of its kind 


a handbook for management 
on office remodeling, 
relocating, building 


If you have been thinking about remodel- 
ing, moving, enlarging your offices, here’s 
a practical down-to-earth guide that will save 
you hours of trial and error planning. This 
year’s issue is full of solutions to manage- 
ment’s most pressing problems: 


How to select new quarters 

How much does it cost to move 

How to modernize on a long-term plan 
How much does it cost to redecorate 
How to handle sale and lease-back 
How to expand an existing building 


Each of these questions—and this is only a 
partial table of contents—is written by a 
recognized expert in terms of his experience 
with well-known firms. Dozens of photo- 
graphs and plans guide your selection to the 
proper solution to your needs. To order, use 
the postage-paid order card bound in this 


issue. We'll bill you later. only $2.00 


A few 
copies 
ms of the 
of | integrated “~~” TRTT 
§ office 
issue 
still 
available 


at $2.00 
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can provide such additional amounts is 
through special executive deferred 
compensation plans. Instead of giving 
an executive a raise in salary, which 
would be taxed on top of his present 
income at high rates, a plan may be ar- 
ranged whereby the additional income 
will be paid upon his retirement. The 
executive’s right to the payment is 
made conditional upon his remaining 
with the company until his death or re- 
tirement. In this way, the contributions 
made for his benefit are-not taxable to 
him until he actually begins to receive 
the payment. However, the corporation 
may not take a current deduction for 
contributions made. The proceeds of 
the contributions would be received by 
the corporation at the critical date 
(death or retirement). At the time the 
proceeds are paid out by the company, 
it may then take a deduction. 

These arrangements are best made 
through insurance. If the key man dies, 
the corporation would receive the pro- 
ceeds tax-free. Payments made by the 
corporation to the key man’s family 
would be deductible by the corporation 
and taxable to the family. If the key 
man lived to retirement, the cash value 
of the policy would be used to provide 
retirement income to the key man him- 
self. ‘Taxability would depend on the 
arrangements made for taking the cash 
value. Roughly, the excess of the cash 
value over the net premiums paid is 
subject to tax. But over what period, 
and to what extent, would depend on 
a variety of other factors. 

What has been presented here is an 
outline of the proper approach to a 
retirement program for an executive, 
stockholder or not. Many aspects pre- 
sented are major topics in themselves. 
In addition, there are facets which have 
not been mentioned which may _ be 
vital in an individual case. 

The important point to carry away 
is that an executive can put his com- 
pany to work for him in planning his 
own estate, both for retirement and 
death. Each plan must be tailor-made 
to the individual case. Needs, and costs 
to supply those needs, must be dove- 
tailed into the practical objectives of 
the executive, But one thing is certain 
in most instances: the means to provide 
security for an executive exist in his 
own place of business. m/m 
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No revolver in sight—but 
he’s staging a hold-up, in terms 
of lost production time. This 
doesn’t have to be the case. 
Rudd-Melikian’s Kwik-Kafé 
system provides management with 
real control of the “‘coffee-break’’, 
and makes it build, not break 


down, worker efficiency. 


Employees take their ‘‘coffee- 





® 


CREATORS OF 


“The Quiet Man”’ 





break”’ right in the office or plant, 
without leaving their work area, 
and lost time is cut to the mini- 
mum. Rudd-Melikian, Inc., leader 
in the field of ‘‘coffee-break”’ 
control, installs and services 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
no cost to management. 


RUDD-MELIKIAN, INC. 


AN INDUSTRY 
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Pee-bteak in your control 


There is a Rudd-Melikian dealer 
in most principal cities. Contact 
him, or write direct to us. 


You don’t have Bo y 
complete con- 

trol unless 
you have 

K wik-Kafé. 





Rudd-Melikian, Inc., 
1949 N. Howard St., Phila. 22, Pa. 


| 

| 

| 
Gentlemen: | 
Please show me how to control | 
the ‘coffee-break"” with R-M 
dispensers. Booklet MM 3. | 
| 

| 
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at 100 TIMES 
NORMAL SPEED 


to assure 
@ perfect register 
@ free-flow feeding 
® accurate alignment 


r ™ unattended 


Naturally, you won’t ever run your forms at 
this speed! But PRE-TESTING under ab- 
normal conditions assures you of positive 
operation of the forms we design for your 
requirements. Even when used on tabulators, 
teletypewriters, automatic typewriters with- 
out constant attendance of an operator, 
American Lithofold forms run smooth, true, 
fast! 





Which type meets your needs best? 


@ LITHOSTRIP 
the most efficient continuous 
form ever devised 


@ LITHOFOLD 
for fanfold machines 


@ LITHOSET 
carbon-interleaved single sets 





TEST their accuracy on your 
own machines... 


Write today for free samples! 


American 


500 BITTNER ST 


ee 
ST. LOUIS 15, MO. 
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How to cut TURNOVER costs * 


by better and cheaper personnel selection 


me A recent survey on 
employce turnover shows that it costs 
$208 to hire, try to train, and then 
eventually to fire an hourly worker 
who “fails to make the grade.” The 
chart (next column) shows some factors 
involved in establishing this figure. 

On the brighter side, two facts are: 

1. The primary reason for turnover 
—failure to match the capabilities of 
an applicant against the requirements 
of a specific job—is correctable. 

2. A free personnel selection service 
is available to employers through their 
State Employment Offices. The exact 
name of this service may vary from 
state to state, but the whole program 
is under the coordination of the Bu- 
reau of Employment Security of the 
United States Department of Labor. 


Case history of the program in use 


The degree to which turnover can 
be held at a minimum is indicated by 
the experience of a large garment 
manufacturer in Missouri, who con- 
ducted a carefully controlled test of 
one of the newest tools available in 
personnel selection. ‘This particular 
technique is called GATB = (pro- 
nounced “Gatby’”), or General Apti- 
tude Test Battery. 

The Missouri company hired one 
group of workers from those who ap- 
plied directly at the gate, basing its 
decision on application forms, work 
experience, and the considered judg- 
ment of the personnel people. An- 
other group was hired from among 
those people who had been given the 
GATB by the local employment serv- 
ice, and had the requisite aptitudes 
for the particular job being filled. This 
was not the only criterion used by the 
personnel offices, but it was a mini- 


mum requirement, and guided the 
selection of applicants. 

After hiring, the two groups were 
handled the same way, receiving iden- 
tical training, indoctrination, and 
supervision. Actually, nobody outside 
of the personnel office knew to which 


group a particular worker belonged. 


+, Every employee 
turnover costs $208 


COSTS OF TURNOVER INCLUDE: 


Maintaining an adequate personnel 
department 


Instituting and carrying out a train- 
ing program 


Extra time needed for on-the-job 
supervision 


Loss from rejected materials and 
damaged equipment 

Make-up pay needed to meet mini- 
mum wage 


Increased unemployment compensa- 
tion taxes 


After enough time had elapsed so 
that a fair appraisal could be made, 
the records of the two groups were 


compared. The “gate-hired” group 
had a turnover rate of 4.7% per 


month, while the test group was only 
2.1%. By every other criterion, the 
test group was superior. It produced 
575 units against 450; it had a train- 
ing cost of 6c per dozen against 18.Ic. 
Since these were piece workers, begin- 
ners and some poorer producers did 
not make the minimum wages required 
by law, and the employer had to make 
up the difference. This is an import- 
ant item of expense in some industries, 





since, in this case, the gate-hired work- 
ers cost $13,000 make-up pay _ per 
month. The test-selected group re- 
quired only $6,000! 

While few employers have been able 
to conduct such thorough studies, re- 
ports from employers in many indus- 
tries throughout the country tell of 
improvements obtained by using the 
tests to help select workers. A fruit 
packer in Florida reported that test- 
selected workers need shorter training 
periods, reach a higher earning level, 
with better quality of production, and 
that the turnover due to worker dis- 
satisfaction, or to poor production 
rates, has been negligible. 

An electrical company in Tennessee 
hired workers on the basis of inter- 
views, but had them take tests to see 
how selection might have been im- 
proved. They found that those work- 
ers who got scores better than the 
minimum required for the job earned 
more than 11% higher than those men 
who scored below minimum. On the 
other hand, 82% of the below-mini- 
mum workers who were hired were 
low producers. 

These results were not confined to 
industrial jobs. A hospital in Idaho 
used the tests to help screen applicants 
for admission to nursing school. They 
reported that the tested class had a - 
higher scholastic average, and that 
there were no drop-outs from this 
group due to inability to grasp what 
was being taught. A firm in Fresno, 
California, has found that they can cut 
training time by three days per em- 
ployee when hiring test-screened work- 
ers, and have no firings for lack of 
ability to perform. 

The GATB, the common element in 
all these experiences, is no magic tool. 
A series of tests has been worked out 


methods 


to give individual scores on nine apti- 
tudes. To get these scores, 12 tests are 
needed, and they can be given in less 
than 214 hours. Since one examiner 
can give the tests to a group of appli- 
cants, and since the answer sheets can 
be corrected mechanically, it is an eco- 
nomical test to administer. Further 
economies can be obtained in certain 
cases by giving only the part of the 
battery that covers the key aptitudes 
for a specific job. 


Test groups determine ratings 


Individual scores, no matter how in- 
teresting to the individual, are of little 
help unless something is known about 
the occupations and their require- 
ments. To find this out, work had to 
be done in the field. For instance, to 
determine the requirements of a com- 
positor, a group of compositors had to 
be found who were willing to be tested. 

In this occupation, two such groups 
The Wisconsin Em- 
ployment Service worked with one 
group in Madison, and the Pennsylva- 
nia office had one in Pittsburgh. The 
two State Services asked the supervisors 
of these men to rate each of them on 
their job performance. Then the men, 
all of whom had passed their five-year 
apprenticeship, took the GATB. The 
results were collected and analyzed by 
the states, and the figures sent on to 
Washington. There, they were com- 
bined to give an occupational pattern 
for this particular job. 


were obtained. 


The two ratings, the one given by 
the supervisors and the other by the 
tests, were compared, each aptitude 
separately. It was found that on some 
of the aptitudes, there seemed to be 
little relationship between score and 
performance. On others, a high score 
almost invariably meant a good job 
rating, and vice versa. Thus, the key 
aptitudes, and the necessary scores for 
each, were determined. A compositor, 
it was learned, had intelligence, verbal 
ability, clerical perception, and man- 
ual dexterity as his key aptitudes. If 
these tests had been used before the 
sample groups had been hired, more 
than two-thirds of the men who were 
still considered poor after five years on 
the job would never have been hired. 
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Job performance judged 


Tests like the GATB do not make 
a mechanical matter out of hiring. In- 
dividual judgment is still required, for 
there are other factors that must be 
taken into account. 
have an interest in a particular occu- 
pation, and the physical capacity for 
it, regardless of their test qualifica- 
tions. The test does remove, however, 


Workers must 


the task of judging the basic ability of 
the man to perform on the job, espe- 
cially when hiring trainees or appren- 
tices. It tremendously increases the 
chances of filling the job with some- 
body who can learn to handle the 
work accurately. 

A large number of office skills have 
already been studied, and patterns re- 
leased. Stenographer and typist were 
among the first to be studied, but many 
other less common jobs, such as calcu- 
lating-machine operator, survey work- 
er, mail clerk, and stock clerk, have 
been included. Other jobs, such as 
typewriter serviceman, telephone op- 
erator, bank teller, and underwriter, 
have appropriate batteries. 

More studies are currently under 
way, and job titles are added regularly, 
but it will take continued employer 
interest and cooperation to keep the 
program going—for the value of the 
occupational patterns depends upon 
having an adequate sample properly 
rated by its own supervisors. ‘This 
kind of study is carried on indepen- 
dently in each state, as rapidly as it 
can obtain sample groups, and as rap- 
idly as it sees a need for a new pattern. 
The end results are immediately made 
available to local offices throughout 
the country, for all to use. 

When you use these selection meth- 
ods through your local State Employ- 
ment Service, you are not required to 
hire any of the applicants referred to 
you. But you can be sure, if you ask 
for test-selected applicants, that you 
will be choosing from people who will 
meet the requirements of your job. 
Since the details of how the GATB is 
made available varies from state to 
State, no general rule can be given 
here. A call to your local State Employ- 
ment Service will explain the details as 


it pertains to your problems. m/m 








Do you have a 


PROFIT-PARING 
Plan? 





You may not realize how much time, 


effort and money are being wasted 
in your business because of dangerous 
and inefficient methods of handling 


payroll and disbursement checks. 


It will pay you to investigate the Todd 
Disburser. It’s three machines in one. 

It dates automatically. It shreds amount 
lines into check fibres with indelible ink. 


It controls and counts every signature. 


Employees like the Todd Disburser 
because it’s fast, simple, easy to operate. 
Executives like it because it saves 
employee time, cuts overhead and com- 


pletely protects company funds. 


Get all the facts about the time-saving, 
money-saving Todd Disburser by mailing 
y the coupon. Take this first step toward 


a better balance sheet in 1955. 
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| THE TODD COMPANY, Dept. MM a 
| Rochester 3, N. Y. sd 
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HAVE YOU A 


Pencil Problomt? 


Does your present writing pencil 
wear down too quickly, snap too 
easily, or mark too lightly? 


Are you using a kind of colored 
pencil ill-adapted to your work? 


Are you having trouble finding 
the right pencil for some special job? 


Whatever the problem, 
write to our 


PENCIL ADVISORY SERVICE 


At one time or another, we’ve 
been asked almost everything about 
pencils. 


If we don’t know the answer, we 
have our own research laboratory 
to find out. 


From our many kinds, qualities, 
degrees, and colors of writing, draw- 
ing, sketching, marking, coloring, 
copying, shorthand, charcoal, car- 
penter, moisture-proof, and other 
specialized pencils we can almost 
surely pick the one best suited to 
your purpose ... tell you why we 
recommend it... and send you sam- 
ples to test in your own hand. 


Just write on your company letter- 
head. Explain your problem. We'll 
be glad to help. 


Pencil Advisory Service, F-4 


EAGLE PENCIL COMPANY 
703 East 13th Street, New York 9, N.Y. 
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The essential factors in organization charting are classification and assignment of activities 


by Leslie M. Slote, 


Ass't to the Pres., Norden-Ketay Corp. 
Management and Labor Relations Consultant 


Editor's Note: In last month's article 
(Why organization charts don't work), 
we discussed the Activity Analysis ap- 
proach to organization planning. This 
approach charts what must be done to 
attain a particular corporate objective, 
and then assigns bere activity to a 
specific person by designating the exact 
job position to which it is delegated. One 
of the many advantages of Activity 
Analysis is that it makes the analyst 
keenly aware of the many variables to 
be considered and evaluated in deter- 
mining assignment of responsibilities. Al- 
though this approach is extremely effec- 
tive, it is not in itself the complete answer 
to organization planning. 


me Phe critical need at 
this point is to provide a basic design 
to show how groups of corporate ac- 
tivities must be arrayed in organiza- 
achieve over-all 


tion-chart form to 


coordination within the enterprise. 


Without such a design, responsibility 


will overlap. For example, it is not 


uncommon to find, in companies which 
have not been able to establish this 
functional framework, sales activities 
mixed with financial activities, finan- 
cial with This 
overlapping and duplication of func- 
tions 


manufacturing, etc. 


means awkward delegation of 
responsibility and authority. Most ex- 
ecutives are only too familiar with the 
needless waste of manpower, time, and 
money which results. 

It is fruitless, however, to attempt 
to design a “standard plan” of organi- 
zation, showing actual job positions 
and lines of responsibilities among in- 
dividuals, which will apply to all types 
of organizations. On the other hand, 
it can be of tremendous value to man- 
agement to be able to use a_ basic 
pattern showing relationships and _ re- 
The 
organization chart shown on page 22 
fulfills all the requirements of such a 
plan and, as a result, has universal 
applicability to all types of business 
enterprise. It is important to remem- 
ber that this is a functional chart and 
does not represent individual  posi- 
tions. 


sponsibilities among activities. 


However, once functions of an 


organization are established and_ lo- 
cated in accordance with this chart, it 
is a relatively easy matter for manage- 
ment to delegate responsibilities and 
draw up a tailor-made chart showing 
position titles. 

This chart identifies and classifies 
all corporate activities, and then lo- 
cates these activities in specific rela- 
tionships to each other, horizontally 
and vertically, in order to achieve 
maximum functional coordination. Ac- 
tivities are arranged in orderly, logical 
groupings, which keep them in equi- 
librium with each The end 
result is a system of functional checks 
and balances, which minimizes the oc- 


other. 


currence of daily operating problems 
and makes for an effective, smoothly 
operating organization. 

The next major problem to over- 
come in organization planning is a 
method of classifying new activities as 
they arise, to insure placing them at 
their correct organizational level and 
functional 
ship. We now have a plan of orienta- 


in their correct relation- 
tion that enables us to accomplish this 
by applying specific criteria. (cont'd page 22) 
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WOOD LASTS LONGER. 
Thousands of desks and 
chairs still performing beau- 
tifully, even after 50 years. 
Wood improves with age. 


WOOD COSTS LESS, and 
less to maintain. Won't 
buckle, spring or rust. 





WOOD ‘‘WwORKS"' 
BETTER. New convenience 
features, scientific finishes 
make sitting, working, 
seeing easier. 





WOOD IS MORE PLEAS- 
ANT TO TOUCH. Never 
cold in winter, or hot in 
summer; no static electric 
shock. 


WOOD IS QUIETER. Less 
noise-distraction means 
greater efficiency. 


— gre EL. 

so . sad 
WOOD STANDARDIZES 
BETTER. Buy today, add 


next month, next year— 
anytime. 





CHAIR Co. « 


LEOPOLD Co. 





ALMA DsEsk Co. 


JASPER DeEsK Co. 
JASPER SEATING 


Members of the Wood Office Furniture Institute: 


HicH Point BENDING & CHAIR Co. 
HoosiER Desk Co. +« IMPERIAL DESK Co. « INDIANA 
INDIANA DeEskK Co. « 
¢ JASPER OFFICE 
Co. « JOHNSON CHAIR Co. « THE 
MyrtTLeE Desk Co. 
TURE Co. « WELLS FURNITURE MANUFACTURING Co. 


JASPER CHAIR Co 
FURNITURE Co. 


THOMAS FuURNI- 
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. WHEN THEY'RE WORKING, AND WHEN YOU READ YOUR ANNUAL STATEMENT 


In general office or executive suite... 
you get the most for your dollar from 


WOOD OFFICE FURNITURE 


The “‘living room’ atmosphere wood gives your own office can be your cue to wise 
furniture buying for the general office. Instead of a cold, institutional environment, 
wood desks and chairs create a warm and friendly atmosphere. You’ll be able to get the 
better employees, and keep them. Your personnel will work more efficiently with 
wood, produce more, and thus make more money for you. Other dividends: The 
instant you buy wood you’re saving money, because initial cost is low, wood lasts 
much longer and costs very little to maintain. And there are wood desks and chairs 

to fit every office need, size, taste and budget. Whether your next purchase is a 
complete new office, or a single desk or chair, see your Wood Office Furniture dealer. 


You'll find it’s good to do business with wood. 


WOOD OFFICE FURNITURE INSTITUTE 
730 Eleventh Street, N. W., Washington, D. C. 


See your COPS Dealer for coordinated, correct CERTIFIED OFFICE PLANNING SERVICE. He is 
equipped to handle your entire office modernization, from start to finish, including layout and deco- 
ration—all at no extra cost. You benefit from the knowledge of experts. Write for name of nearest 
COPS dealer, and your free copy of our full-color booklet about wood’s advantages—and COPS 


Planning 
Service 
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The steps, or criteria, for locating 
an activity in one of the boxes shown 
in the organization chart on this page 
are accomplished as follows: 

!. The first decision to be made is a 
broad, general one. Decide if the ac- 
tivity will be located in the Policy o1 
Performance Zone. If the responsibil- 
ity for the given activity is broad and 
important enough to be placed in the 
Policy Zone, it then becomes a direct 
responsibility of cither the Chairman 
of the Board, the President, or the Ex- 
Vice 
belongs in one of the departments in 


ecutive President. Otherwise, it 


the Performance Zone. If the activity 
does fall into the Performance Zone, 
classify it to determine if it belongs to 
either the Sales, 
Financia] Department. 


Manufacturing, 01 


2. Next, determine jurisdictionally if 
the activity is Administration, Manage- 


ment, o1 Operation in nature. A ques 


tion of semantics crops up, at this 
point, regarding these three words. We 
are not attempting to define their dic- 
tionary meanings, but merely to use 
them for classification purposes to des- 
ignate the different jurisdictional levels 
of responsibility in each zone. 

a. Administration is construed to 


designate the setting of goals; in 
other words, establishing what is to 
be accomplished. It is typified by 
the Chairman of the Board level in 
the Policy Zone, or the Department 
Head 
Zone. 


b. Management refers to the echelon 


level in the Performance 


that determines the logistics otf a 
problem in order to accomplish the 
policies and orders transmitted from 
level above. 
level 


the ‘‘Admiunistration”’ 


The “Management” detcr- 


mines what Is required in terms ol 


men, materials, and money, and 
then takes steps to supply these 
needs. It is represented in the Pol- 
icv Zone by the President's level, 


and in the Performance Zone by the 
Division Head level. 

c. Operation refers to the echelon 
performing what is to be done, 


within the designated, logistical 
specifications. The Operation level 
is typified by the Executive Vice 
President in the Policy Zone, and 
Head in the 
Performance Zone. 

3. Finally, the activity must be classi- 


by the Section level 


fied as “planning,” “production,” or 
“inspection” in nature, because every 
job to be accomplished must be 
planned in advance, must actually be 
done, and then its results must be in- 


spected or checked against the original 





plans to determine quantity and qual- 


ity of accomplishment. 


A case study: locating an activity 


Suppose your company is interested 
in adding one of the new, comprehen- 
sive major medical expense policies to 
your group life insurance program. 
The first step in locating responsibility 
for this activity is to determine if it 
belongs in the Policy or Performance 
Zone. In 


shown that phases of this activity be- 


this example, it will be 
long in both zones. The broad ques- 
tions relating to type of coverage, who 
contributes, cost to the company, and 
benefits to be derived, are decisions of 
the Policy Zone because the answers to 
these questions become over-all cor- 
porate policy and commit the corpora- 
substantial liabilities 


tion to certain 


and expenditures. 
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The next step is to place the activity 
in its proper jurisdictional level in the 
Policy Zone; i.e., to determine if it is 
Administration, Management, or Op- 
eration in nature. It belongs on the 
\dministration or Board level, because 
it involves the planning of corporate 
policy and establishment of goals to be 
accomplished. However, if the Board 
had previously approved and_ sanc- 
tioned the introduction of employee 
benefit plans within certain specified 
cost limitations, the — responsibility 
would then reside at the Management 
level with the President. After obtain- 
ing sufficient information from his 
management planning committee, the 
President might decide in favor of the 
program. It would then be put into 
operation and coordinated by the Ex- 
ecutive Vice President, within the cost 
limits finally set by the President. 


After corporate policy, the admin- 


istration of the program itself falls into 
the Performance Zone. It must be lo- 
cated in one of the three departments: 
Sales, Manufacturing, or Financial. It 
is an auxiliary function, because it is 
common to all departments, and yet 
must be centralized to avoid the ex- 
pense and complex problems of dupli- 
cation. The logical jurisdictional 
choice for the Administration level of 
the Performance Zone is the Financial 
Department, because the activity is 
basically financial in almost all of its 
aspects. In the nature of its transac- 
tions, it is a combined accounts pay- 
able and accounts receivable - proce- 
dure, involving such items as costing 
of the plan, remitting of premiums, 
payroll deductions, handling and_ pay- 
ment of claims, etc. 

[he activity is Production in nature, 
under the Financial Department, be- 
cause it is the “doing” phase involving 
actual keeping of the books of ac- 
count. Jurisdictionally, at the Manage- 
ment level, it would probably be under 
the Controller, who would then be re- 
sponsible for setting up the detailed 
program, and making it work in prac- 
tice. The actual operation of the ac- 
tivity is of course on the Operation or 
Section Head level, under the section 
of accounts payable and receivable, or 
under a separate, equivalent section. 

There is an alternative to locating 


the Performance Zone phase of this 
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activity in the Financial Department. 
It could have been advantageously ad- 
ministered by the Manufacturing De- 
partment under a special set of con- 
ditions. For example, this would be 
true if the Executive Vice President 
had felt that the major item to be con- 
sidered in the Administration of the 
activity was its effective utilization as 
an employee relations tool, and that 
predominant weight in its operation 
must be given to employee contact in 
the line operation, through the Person- 
nel function. 

Use of the above criteria in the basic 
framework of the chart will enable all 
corporate activities to be correctly 
classified according to their functional 
characteristics. The chart is flexible, 
however, and should be modified to 
give cffect to special organizational 
problems in any given company. For 
example, the problems of multiple 
organization, or the need for decen- 
tralization, may require certain activi- 
ties to be placed in branch factories or 
territories. Also, the design may have 
to be changed when considering the 
capacities of individuals to whom 
functions are to be assigned. 

The functional arrangement of the 
chart and the method of classifying 
activities offer a common. basis of 
understanding in organization plan- 
ning. It is an important step forward 
in replacing expediency and arbitrary 
decision with a sound constructive 
planning approach. m/m 
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Too much management: Whe most 
significant fact we have observed as a 
negative result of manv years of good 
business conditions is that many Ame) 
ican industrial corporations have too 
much management. ‘Through — the 
good years, departments and people 
have been added—not to do propor 
tionately more work, but unfortunate- 
ly, in too many cases, to make it pos- 
sible for the average executive in the 
company to do less than used to be 
required. Continued good business, 
we believe, always puts a lot of fat 
on corporate management. JOHN 
MATHER LUPTON, President, John 
Mather Lupton Company, Inc., in 
ADVERTISING AGENCY. 
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How to CAVE MONEY. TIME 


where youd least expect it 





REVO-FILE gives girl finger-tip control over thousands of cards from 
sitting position. Records come to the clerk. Saves lost time, motion. 


“Like getting 60 hours work in a use the same cards you have now. 
40-hour week,” say office managers But what a difference! 
who've changed from old-fashioned 


cunt Gian ts niente: Ge: Each Revo-File brings thousands of 


cards under finger-tip control. Elimi- 
YOU MAY NOT have realized it, but _ nates lost time, motion, energy. Clerks 
old-fashioned drawer and tub files use it from an easy sitting position. 
actually “‘rob” a firm of time and_ It’s compact. Mobile. Takes only a 
efficiency. They wear out clerks, fraction of the space you’re using, now. 
cause tension, errors, lost motion. All If you have 3,000 or more active 
of which raises your operating costs. cards, being used for continuous 
A simple change to modern Revo- _ reference and posting, it will pay you 
Files stops these losses. No costly to check on Revo-File, today. Mail 
transposition job is necessary. You coupon, now, for full details! 


Why Revo-File is the world’s finest rotary file: 


@ Uses your present records. No costly @ Available in manual, automatic electric 
changeover. selection, and “high-boy" models. Ac- 
Takes less floor space. commodates all standard card sizes. 


—e | 


Reduces overhead. 
Another fine product of % Mosler Safe V eompany 





Cannot lose or damage records. 
Makes “in-out” filing faster. 
Mobile — move it where needed. 














ee ee eee §~MAIL COUPON FOR FREE ILLUSTRATED FOLDER! —= 
Revo-File Division a 
| The Mosler Safe Company, Dep’t MM-4, 320 Fifth Avenue, New York 1, N. =e i 
\ Please send me your free, illustrated folder giving details on Revo-File, world’s finest rotary card file, | 
S  NAMB A. o's 0 5-0 soe Ue egle’s oldie a ole Salah ie eer ae Maes oe WOSEEIOM 630755 6s Poe es BAS : 
PERE MAME. ccc ccc cheer ber seebev eheceat bs das 60d0 6 SSD ees So Ose : 
§ - ADDRESS. 0 cece cere cece ener ence ecsessnecrssccsscessessesneseens | 
a ee ree ee Te SRAM aaa sw. se ounae i 
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CAN CUT FIGUREWORK COSTS 


wih aA MARCHANT 


-»-- WHATEVER 
YOUR LINE OF 
BUSINESS! 












The 
fully-automatic 
MARCHANT 
Figuremaster 







Whether your figurework is 
heavy or light... complex or 
simple... there’s a MARCHANT calculator 
exactly suited to your needs that will do your 
figuring in a fraction of the time you’re now spending. r 
@ A MARCHANT is so easy to use that anyone in j 
your office can run it swiftly and efficiently. / 
@ Now, through our “pay-as-it-saves” plan, you can own a i 
MARCHANT for less than the regular rental rate. 

. b : : — 
@ Call the local MARCHANT MAN. A test run in your own 
office will show that a MARCHANT calculator saves so much time 
you can’t afford to do without one. 





EASY TO USE « EASY TO OWN « EASY ON YOUR TIME 


Any way you figure... 
its (lail this a ae 





= 

YA i | | 

(Nn () ROH () NT | Find out how a MARCHANT calculator will help cut your | 
' | figurework costs and lighten your figuring burden. | 

AMERICA’S FIRST Mail this coupon with your business letterhead for free... | 

| 

} Index to Modern Figuring by Marchant Methods . . . . [J | 

4 1 | =| q | Descriptive literature on Marchant Calculators . E) I 
OCLC | - | 
D \s|* Ul | MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA | 
AI | ps | 
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Solving the 





Every controller and 
auditor has probably had experience 
with inventory shrinkages. A physical 
inventory count almost never agrees 


which invariably 


with the records, 
show an excess of what actually exists. 

The percentage of shrinkage may be 
very low, but the dollar value of even 
0.1% would be a substantial sum for 
any firm to gain, and could increase the 
profits of the company by several per- 
cent. Assuming that you have adequate 
guard protection, there are two majo 
causes of inventory shrinkages: 

1. You pay for something you 
don’t receive, 
2. You ship something with- 
out being paid. 

The experience of vendors returning 
checks sent to them in error, duplicat- 
ing payments already made, is a com- 
mon one. Obviously, not all duplicate 
payments are returned by the vendors 
who receive them. Where you make a 
duplicate payment, you are paying for 
something you didn’t get. Practically 
every firm has had customers request 
invoices for shipments which they have 
already received, but for which they 
have not been billed. 
usually discloses that billing was sim- 
ply overlooked, due to inadequate con- 
trols. Inventory shrinkages, duplicate 
payments, and failure to invoice are 
tangible evidence that savings can be 
made by better control of paper work. 


Investigation 


Carelessness and dishonesty 


Though most losses are due to care- 
lessness, confusion, and lack of under- 
standing of the complete system by in- 
dividuals performing single functions, 
there is a growing wave of employee 
stealing. This ranges from petty thiev- 
ery to bold, organized schemes to regu- 
larly make off with large amounts of 
the company’s assets. 

This thievery is so well organized 
that warehouses set up to handle stolen 
merchandise have been discovered in 
many large cities. Authorities believe 
that such undercover warehouses exist 
everywhere. No one is immune to the 


(Continued on page 26) 
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problem of 


Typing or 
stamping con- 
secutive num- 
bers directly 
on order sets. 


Imprinting consecutive numbers on an 
unnumbered order set with a typewriter 
or automatic numbering stamp. Common 
procedure is to assign consecutive numbers 
to customers’ orders as processed and vali- 
dated. This number is written or stamped 


inventory shrinkage 


on the original order, and is then typed 
on house forms as transcribed. 


Advantages: 


(a) Unnumbered forms are — substan- 
tially less in cost than pre-numbered ones. 

(b) There is no need to keep a register 
of numbers spoiled and voided, through 
mishaps bound to occur in the regular 
course of typing. If an order set is spoiled 
or canceled, its number can be retyped on 
the next order set to maintain perfect 


numerical order in the control file. 


Disadvantages: 
(a) Errors in transcription can occur. 


difficult to track down, and 


weaken the effectiveness of control. 


These are 


(b) Blank forms must be kept locked 
up, since anyone with access to them can 
type an order that looks as authentic as 
those prepared by authorized typists. 

(c) Whether one typist or several typ- 
ists are used, there is the danger of either 
dropping a number or overlapping num- 
bers. Under this system, a register of all 
order numbers used must be maintained. 

(d) It is difficult to account for unnum- 
bered forms in the stockroom to prevent 
their being used fraudulently. 





The use of pre- 
numbered 
od order sets. 


Advantages: 

(a) Eliminates the possibility of trans- 
position of numbers in typing, as well as 
other typing errors. 

(b) Faster than typing numbers indi- 
vidually as order sets are made up. 


(c) Numbers on the order sets make it 
fairly simple to account for the unused 
stock, thus permitting missing numbers, if 
presumed stolen, to be declared invalid. 

(d) Eliminates register of numbers used. 
The danger of overlapping numbers is 
eliminated, as is the risk of dropping num- 
bers, except, of course, in the case of 
pilferage or spoilage. 


Disadvantages: 

(a) A record of numbers lost or stolen, 
and a record of numbers of orders spoiled 
and canceled must be maintained to assure 
perfect numerical control. 


(b) Consecutive sequence of numbers is 
difficult to maintain if more than one 
person types orders. Each person is given 
a block of numbers, and if, at the end 
of the day, one or more typists have not 
completed a block, gaps appear in the 
numerical control file. This 


have each day’s orders in one sequential 


failure to 


block of numbers makes a daily check-out 
so difficult that it is seldom performed. 
(c) Pre-numbered forms with guaran- 
teed accuracy within sets and of sequence 
of sets cost considerably more than un- 


numbered sets. 





Perforating 
consecutive 
a numbers onto 
the order sets. 


Imprinting consecutive numbers on an 
unnumbered order set with an automatic 
numbering perforator. A numbering per- 
forator is a machine into which order sets 
are inserted for automatic punching, in 
readable holes, of consecutive numbers. 


Advantages: 

(a) Each day’s orders always have one 
sequential block of numbers. This makes 
an accurate and positive check-out of the 
orders a simple and inexpensive proce- 
dure. Any number of persons can type 
without affecting the 


orders sequence, 
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since all of the orders are numbered on 
one central machine. 

(b) Lower cost, unnumbered order sets 
are used. Order number is perforated in 
all papers of the order set simultaneously. 

(c) Order number is also marked at the 
same time, in all other papers pertaining 
to the transaction, including customer's 
original order for cross reference; corres- 
pondence, specifications, and contracts; 
bills of lading, and so on. 

(d) Order sets need not be kept under 
lock, perforator, 
under lock and key control. 


because the itself, is 
Only one 
designated individual has the key, and he 
is the only one who can assign numbers to 
the order sets. The controller, or other 
responsible person, has the key to the 
date-set and number-set mechanism. This 
dual control insures proper assignment of 
numbers. Stolen order sets are worthless, 


because only perforated orders are valid. 


(e) The need for a register listing of 


forms unused for one reason or another 
is eliminated. There cannot be any missing 
numbers. 

numbers 


(f) Perforation of | order 


strengthens control in the shipping de- 
partment, because they are easy to recog- 
nize. Only orders clearly validated by per- 
foration can be used to move merchandise 
off the shipping docks. 


Disadvantages: 


(a) The perforating method of number- 
ing usually entails expenditure for equip- 
ment, since few firms have a suitable num- 
bering perforator. 

(b) Forms usually have to be revised to 
provide the necessary clear panel for the 
perforated characters near the top of the 
form. (Existing supplies of forms are used 
up by inserting the order sets into the 
machine upside down, so that the numbers 
can be back, which is 


read from the 


usually blank.) 











WHERE IS 
THAT DARN 





Don’t say it! 


Rid your office of 
“seatteration filing” with ACCO- 
binding. Keep all related corre- 


spondence, invoices, reports and 


other papers safely, securely bound 
in Accobind Folders or Accopress 
Binders. Last for years. Sizes for all 


needs. Ask your stationer. 


The Accopress 
Binder combines 
loose leaf con- 
venience, large 
capacity and 
economy. Ideal 
for Catalog 
Covers. 


When 
comes just slip the 


transfer time 


bound papers from the 
Accobind Folder, insert 
a new Acco Fastener 
and the Folder is ready 
for another year’s filing. 








ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 
THE ACCOWAY SYSTEM 


(for blueprints, maps and other 
large sheet filing) 


and other filing supplies 


ACCO PRODUCTS, Inc. 
Ogdensburg, New York 


In Canada: ACCO Canadian Co., Ltd., Torome 
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a. a 


New duplicating process 


ends order-invoice errors 


An accurate order-invoice procedure is good 
insurance against mishandled shipments of 
merchandise. 


tive, after analyzing the problem, recom- 
mended the AZOGRAPH Process. 


AZOGRAPH is acompletely new, patented, short- 
run duplicating process. It is fast, low in cost, 
easy to use and completely clean from start 
to finish. 


With AzoGRAPH, the order-invoice copies 
measuring 8% x 14 inches—plus the bills of 
lading measuring 634 x 8 inches—plus all the 
shipping labels measuring 4x5 inches—are 
produced with just one typing and just one 
proofreading. Chances for errors and time- 
consuming triple writings have been eliminated. 


But here was this manufacturer with an 
order-invoice system that invited trouble. 
Processing each order required preparing a 
seven-part, snap-out order-invoice set, a three- 
part, hand-written bill of lading plus dozens of 
shipping labels—a procedure that offered 
more than twenty chances for costly mistakes. 


Several duplicating processes had been tried 
but none were completely satisfactory. That 
is, until an A. B. Dick Company representa- 




















fe 
! MM 
For more information about AZOGRAPH j A, B. DICK COMPANY ‘ a2 
and/or a demonstration without obligation, : 5700 Touhy Avenue, Chicago 31, Illinois 
simply mail the coupon. ' Without obligation, ( ) send me information about, ( ) arrange 
1 for a demonstration of AZOGRAPH—the new development in MODERN 
: duplicating. 
L} 
! Name. Position— 
. . I 
Organization. _ 
i 
THE FIRST NAME IN DUPLICATING : Address a a ee 
1 
. City. — —___—— Zone. State 
A. B. DICK fam Z0G i ' 
- B. ' and AZOGRAPH are registered trademarks of A. B. Dick Company. ES ee ep an ee ee el ee ae ee ee ee 
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problem, The merchandise in these 
warehouses varies from steel sheets and 
bars to large household appliances, 
from chewing gum to bottled beer. 
They will handle anything of value 
that can be resold. 

If there is adequate guard service, 
wholesale stealing is almost impossible 
unless there is access to the company’s 
paper work. Without paper work, the 
stealing is restricted to what can be 
conveniently and secretly carried out of 
the plant or warehouse. 

Losses due to system weaknesses can 
have a bad effect on the innocent. In- 
dividuals in no way connected with the 
thefts often suffer as much or more 
than the guilty. Honest and capable 
men have lost jobs and reputations be- 
cause of losses incurred as a result of 
failure of the procedure which they 


established, or held responsibility for. 


Order system controls are vital 


Tight controls of order-handling, 
shipping, and invoicing are regarded as 
vital to the efficient operation of any 
business. Auditors and controllers, 
more and more, are insisting that com- 
panies for which they are responsible 
adopt systems to control these three 
vulnerable functions of business. ‘The 
details of these systems vary widely, but 
they all resolve in one basic principle: 
assigning a number to the order and 
then account for all of the numbers so 
assigned, to be sure that each properly 
authorized order, and nothing Dut a 
properly authorized order, is filled and 
shipped and properly billed. 

A typical “air-tight” system of order- 
handling, shipping, and invoicing can 


be detailed as follows: 


Step 1: Immediately alter the order set 
is validated, one copy is filed in a 
numerical sequence file that contains 
all orders—both shipped and unship- 
ped. Unless the numbers of the orders 
entered each day are in perfect sequen 
tial order, the cost and time involved 
in checking out orders is so great that 
most businesses won't do it—thus pay 
ing the way to fraud and error. 


Step 2: When the invoice is prepared 
as part of the order set, the invoice 
copies of orders not yet billed are kept 
in a locked file in numerical order, 
pending billing. Once a month the file 


methods 





is checked to determine why orders 
older than a particular date have not 
been billed, ‘This check assures that all 
orders are shipped and billed. 
Step 3: Only valid orders are handled 
by the order filling department. One 
copy of the order is forwarded to the 
audit section as soon as the order has 
been filled and turned over to the 
shipping department. The audit  sec- 
tion holds this copy pending receipt of 
shipping papers. 
Step 4: ‘Ihe shipping department ships 
only validated orders. After shipment, 
the shipping papers are sent to the 
audit department, where they are com- 
pared to the order filling department 
record, ‘The invoice copies are pulled 
(or the invoice is made out), extensions 
are made to conform to shipment, and 
customers’ copies of invoice are mailed. 

Under the above system, the real key 
to positive control over all transactions 
is the number assigned to each order 
set. The number actually gives a trans- 
action a “name.” These are three gen- 
eral methods in assigning numbers: 

1. Typing or stamping consec- 

utive numbers on order sets. 

2. Use of pre-numbered order sets. 


3. Perforating consecutive num- 


bers on order sets. 


Kach of these methods has its par- 
ticular advantages and disadvantages, 
detailed in the chart on page 25. 

The office system man, accountant, 
controller, on determines 
which method is best—and safest—to 


manage 


insure that a business gets paid in full 


lor everything it ships. m/m 


“worth 


Color for safety and produc- 
tivity: The use of color in indus- 
try for functional purposes to in- 
crease human productivity and_ re- 
duce accidents has become accepted 
practice throughout) America. Ac 
cording to carefully supervised re- 
search, Faber Birren, color con 
sultant, estimates that the = actual 
cash value of good illumination and 
color in industry is equal to $148.42 


per year per worker. 


repeating” 
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Copy Cats Waste \ 
Time 2nd Money 


THAT YOU CAN SAVE 
WITH COPYFLEX! 
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Depending on the size of your company, hundreds to thousands 

of hours are wasted each month by personnel who are forced by 
paperwork to become “‘copy cats.” Time and time again they 

copy by hand the same original information from one departmental 
form to another. Their work is costly, slow, often inaccurate. 


The new, versatile Copyflex Model 100 does the work of ‘‘copy cats” 
. .. faster, at far less cost, and without errors. With Copyflex, 
original information is written only once—department copies are 
mechanically reproduced from the one original “action” paper. 
Letter-size copies are produced at a cost of less than 2c each. 
Copyflex one-writing systems can be tailored to any systematized 
paperwork in your firm, to speed and simplify purchasing, 
production, shipping, invoicing, accounting, and a host of other 
operations. Valuable personnel are freed for other important work. 
Operations are better controlled. You save thousands of dollars 
in time and labor. 


Desk top Model 100 Copyflex copies 
originals 11 inches wide by any length. 


Makes up to 300 copies of different $4985° 
r 


letter-sized originals per hour.... 





Find how Copyflex can simplify and speed 
the following paperwork: 


Purchase Requisitions Accounting Reports 
Receiving Reports Payroll Records 
Bills of Material Invoices 
Operation Sheets Tax Returns 

cti d Sales Analyses ~ ; - , 
Guven teiee iene tee Copyflex machines are quiet, clean, odorless. They require only 
an electrical connection, can be operated by anyone. 


Mail coupon today! 











Charles Bruning Company, Inc., Dept. 1004 
4700 Montrose Ave., Chicago 41, Illinois 





Amazing New 
Please send me information on Copyflex 


BRUNING ) process and new Model 100 machine. 
1 u 4 Name Title 

Copies anything typed, written, pyilex 100 

printed, or drawn on crdinary Company 


translucent paper—in seconds. Address 














Specialists in Copying Since 1897 City County State 


CHARLES BRUNING COMPANY, INCORPORATED © 4700 MONTROSE AVENUE + CHICAGO 41, ILLINOIS 


(Circle 406 for more information) 
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Magnification shows you: 


So sharp, so clear, so easy to 
read...on glare-free 


HAMMERMILL LEDGER 


Here are figures written on Hammermill Ledger — magnified four 
times. They're written with a steel pen just as one of your own 
bookkeepers might write them. And just see the clarity, the easy- 
to-read legibility! 

Turning out faster work while cutting down on errors is the neatest 
trick of the week. Any week. And Hammermill Ledger helps you 
do it. Its glare-free surface and soft colors make it just about the 
most eye-restful ledger that ever gladdened a bookkeeper's glance. 

Hammermill Ledger takes typing and writing better, too, for 
neater, cleaner entries, both pen and typewritten. For sharp, legible 
bookkeeping machine entries, choose from the special items water- 
marked “Posting Finish”. 

Durable enough to stand up under years of handling, Hammermill 
Ledger has a firm, uniform surface that takes cleaner, sharper ruling 
and printing. Write—now—on your business letterhead for free sample 


book. Hammermill Paper Company, 1499 East Lake Road, Erie 6, Pa. 


MMER, 
«yet LEDGER <2 Saete pe 


MADE BY THE MAKERS OF HAMMERMILL BOND 
(Circle 427 for more information) 
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How one company proved the 


Productivity of elderly workers 


by a A, Hawkins, President 


Mohawk Development Service, Inc., Schenectady 


Editor's Note: This unusual case history 
is a little ‘off-beat’ insofar as MANAGE- 
MENT METHODS articles are concerned. 
It is indirectly noteworthy, however, for 
two reasons: it indicates a local solution 
to the engineering manpower shortage 
and it emphasizes the productivity of 
older workers who have passed retirement 
age. It is based on a talk given at the 
University of Michigan. 


Our company got 
started because three retired engineers 
from General Electric Company knew 
that GE, being short of draftsmen, was 
farming out a considerable amount of 
drafting to out-of-town firms. Because 
of unfamiliarity with GE_ practice, 
these firms were not always giving satis- 
factory service, while in Schenectady 
there were forty-odd retired draftsmen 


from GE and about ten from American 
Locomotive, who were thoroughly ex- 
perienced in the practices of those com- 
panies and eager for employment. 

We thought that something should 
be done about it. Anxious to avoid pre- 
cipating any labor troubles for the lo- 
cal industries, we first talked with the 
president of the local Draftsmen’s 
Union. We explained our plan and 
won his full approval, with the under- 
standing that we would pay our em- 
ployees substantially the same _ rates 
that prevailed locally. Next, we con- 
sulted high officers in General Electric 
and there, too, received full approval, 
with the provision that we make it 
clear that we were in no way afhliated 
with them and that our relations with 
them were the same as those of any 





Women must face age _ barriers 
to employment earlier than men. 
In Columbus, Ohio, the opinion of 
employment service personnel was 
that women of 35 and over meet 
difficulties equivalent to those of 
men at 45 or 50 years of age. In 
that city, also, employers seeking 
women office workers are more apt 
to place an age limit on job appli- 
cants than those employers looking 
for women for most other kinds of 
work. In three of the cities in- 
cluded in the report, Columbus, 
Houston, and Lancaster, more than 
80% of jobs for women clerical and 
sales personnel had age restrictions. 
A comparison of age restrictions for 
all women’s jobs against the percent 





IN BUSINESS, WOMEN "AGE" FASTER THAN MEN 


of clerical and sales openings with 
age ceilings shows the extent to 
which age is a greater obstacle to 
employment for the office worker: 


Job orders and openings for women 
with age ceilings 


All Clerical 
jobs and Sales 


Columbus. 81%, 82%, 
Houston .... 58°, 83%, 
Lancaster .. mA 82°, 
New York .......24% 53% 


The general impression secured 
from scanning the “want ads” for 
office help is reinforced by the find- 
ings of this report—women office 
workers are “older workers” at 35. 


Reprinted from the U.S. Dept. of Labor’s 
Bulletin of the Women’s Burecu. 
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other would-be subcontractor. 

Finally, because we wanted to have 
a leading local businessman associated 
with us, we approached the president 
of the Schenectady Savings Bank and 
quickly gained his enthusiastic co- 
operation. The four of us then pro- 
ceeded to incorporate, in December 
1947, and began operations in March. 

Our company, though not started 
primarily as a money-making venture, 
has been consistently self-supporting, 
with a modest profit to its incorpor- 
ators, who are also stockholders, direc- 
tors and officers. 

At the start, our business was natur- 
ally wholly local, but as we became bet- 
ter known, more and more work came 
to us from out of town. 

I must admit that we have enjoyed 
advantages not to be found in the same 
degree in many. other _ localities. 
Schenectady is an industrial center and 
contains an unusually high number of 
retired men of exceptional ability and 
experience in a variety of industrial 
fields. Our officers are well known to 
(and have many friends in) local in- 
dustries, though we have been careful 
not to seek favors or special considera- 
tion because of that fact. By choosing 
drafting as our field, we were able to 
avoid the necessity of a large invest- 
ment for equipment. Drafting boards 
are much less costly than such things 
as machine tools. 

We have been in operation now for 
over six years, with more than moder- 
We _ have 
benefited our employees, some of whom 


ate success. undoubtedly 
needed the wages and others who were 
unhappy in idleness and feared rapid 
deterioration. It has been an advantage 
to local industries to have available, 
for their peak drafting loads, a highly 
trained group familiar with the meth- 
ods of those industries, with no travel- 
_ Ing expense required for the exercise of 
the necessary engineering supervision. 
They have been relieved to some ex- 
tent from the hiring and firing to meet 
load fluctuations, a practice always in- 
jurious to morale. And they have had 
no competition from us, for we employ 
only those who, because of age or for 
some other reason, are unemployable 
by local industries. 

The community has benefited, since 
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HOW MAJOR AMERICAN FIRMS IDENTIFY AND SOLVE 


THEIR OPERATING PROBLEMS 


WORKSHOP FOR 
MANAGEMENT 


> MANAGEMENT METHODS MAGAZINE 
oSYSTEMS AND PROCEDURES 
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A collaborative pub- 


lishing achievement of 


Most business books today are written for “technicians.” The 
management man gets lost in jargon after the first few pages. 


That’s where WORKSHOP FOR MANAGEMENT differs: 


1) This book wasn’t “written” at all—it’s a word-for-word 
transcription of one of the most complete management 
conferences and workshops ever conducted. 


2) It is slanted specifically for management, using non-tech- 
nical language, and reporting in terms of end results. 


With this in mind, glance at the partial Table of Contents and 
you’ll see why we are willing to offer it to you on a firm, 
money-back guarantee basis. 

A practical symposium on electronics 


In addition to covering all major areas for improving man- 
agement methods, special emphasis on Electronics for the Office 
is featured in both the general conference addresses and panels, 
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How should “‘Workshop’’ be used? 


You won’t want to read it from cover-to-cover at one 
sitting—or even a dozen. You will want to glance through 
the Table of Contents immediately for quick help on 
problems that concern you right now. Since most internal 
operating problems overlap in many fields, you will also 
want to refer to the detailed index that coordinates all 
information in the 516 pages. 


What about the subject matter? 


Consult the Table of Contents. Each of these subjects 
is covered by a practical businessman, or by several men, 
each personally concerned with how to simplify and reduce 
the cost of running a business. Each has avoided “theory” 
and devoted himself to proved-in-practice solutions. 


isn’t this just another “‘book of 
proceedings’’? 


No! Unlike most conferences, there were very few 
“speeches.” The purpose of this meeting was to exchange 
practical ideas. Careful editing has removed all purely 
local asides and repetitions. What remains is a solid, 
fact-full presentation superbly organized and illustrated! 


How was it possible to cover so many 
subjects in a three-day conference? 


Each attendee had his choice of three sessions he could 
attend. These sessions ran simultaneously, in different 
rooms. Obviously, a man could not be in more than one 
place at one time. But you—with this volume in your 
hands—can cover the whole conference. 
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as well as in the Seminars. The Seminars, in particular, are 
designed for the so-called “beginners,” as well as for the par- 
tially-informed executives. 

This information is of special value at this time. Electronics 
manufacturers have made tremendous strides in the last twelve 
months in developing practical office applications. The only 
thing that stands in the way of another development spurt is 
the time it takes potential users to educate themselves as to 
how now-perfected equipment can be applied to their operations. 
Under normal conditions, a company can expect at least a 
twelve-month lag between a decision to “get the facts” and 
actual ability to evaluate whether or not electronics applications 
are feasible for them. This publishing achievement can mate- 
rially reduce this time lag. 
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PARTIAL CONTENTS 
1, ELECTRONICS SECTION 


150 pages of practical information on 
electronics development, personne! 
problems, equipment and applications 
—Orientation in Electronics, Initiat 
ing an Electronics Program, Pre 
paring for the Automatic Office, Ac 
counting Machine Developments, etc 
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Management Magazines, Inc., Suite 101N 
141 East 44th Street, New York 17, N. Y. 
Please send me for 5 days FREE EXAMINATION a copy of “Workshop 


for Management.” Within 5 days I will either send payment for $19, 
or return the book without obligation. 
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Put the package on the scale tray. Press down 
the key numbered for the zone you want — and 
the shutter above the key opens to show the exact 
amount of postage required — for that zone only! 
This precision scale computes for weight and zone 
automatically. You can weigh packages almost 
as fast as you can handle them! 


The large chart figures are illuminated, and 
magnified by an adjustable lens. No aa 
more squinting and eyestrain! Its acer - ee ' 
exclusive ball bearing suspension Va 
maintains weighing accuracy almost 
indefinitely. Capacity is 70 pounds — 
and it has an added selector key for book rates. 

There is no mailing scale to match the “3700”— 
to speed up mailing, save time and overtime in your 
shipping department or mail room. Ask the 
nearest PB office for a demonstration. Or send the 
coupon for free booklet. 


FREE: Handy desk or wall chart of Postal 
Rates with parcel post map and zone finder. 


= PITNEY-BOWES 


Mailing Scales 


PITNEY-BOWES, INC., Stamford, Conn. 


Originators of the postage meter...offices in 94 cities 


(Circle 450 for more information) 








money has been kept in town which 
otherwise would have gone outside and, 
in a few cases, has perhaps saved the 
county from applications for financial 
relief. In these critical times, when 
there is a shortage of engineers and 
draftsmen in the national defense pro- 
gram, we have added a few highly 
skilled men to that important job. All 
our men have been cleared for secret 
work. About ten of them have been 
engaged continuously for three years 
on work for the Knolls Atomic Power 
Laboratory, which is operated by GE 
for the Atomic Energy Commission, 
while much of our other work has been 
on subcontracts which are related to 
defense developments. 

Our men are happy and _ conscien- 
tious in their work. They take pride in 
proving that they are as good as they 
ever were and the feeling that they are 
doing important work is a source of 
much satisfaction. We have no com- 
plaints on the quality of our product. 
Since we are largely dependent upon 
the fluctuations of the drafting loads 
of other companies, it follows that our 
own load and the number of our em- 
ployees must vary. That number 
reached forty-nine a year ago and at 
present it is somewhat smaller. But, 
our employees, when laid off for a 
time for lack of work, do not suffer the 
same hardship that comes to a man in 
the usual industry, whose entire in- 
come ceases on layoff. Our men at such 
times go back on social security, sup- 
plemented by their pensions. Of course, 
when working, they have their pen- 
sions in addition to their normal 
wages, so that their average income is 
quite satisfactory, 

Working hours are nominally forty 
a week, but much latitude is allowed 
our men. Some of them like to take 
long vacations. Such absences do not 
cripple our work, for there are always 
more good draftsmen available than we 
can employ at one time. We pay only 
for time worked, but on such absences 
our men still have social security pay- 
ments and their pensions. 

We feel that we have successfully 
demonstrated what can be done, in 
favorable circumstances, to give em- 
ployment to a few, at least, of the 
elderly and thoroughly competent per- 
sons who wish to work. m/m 
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How to set up a 


A STEP-BY-STEP CASE HISTORY FROM 


Clerical Quality Control Program 


by Wallace M. Carrithers 


Ass't Controller, A. B. Dick Company 


Editor's Note: This article is extracted 
from a Seminar conducted at the recent 
7th Annual Systems and Procedures As- 
sociation Meeting. The full text is pub- 
lished in WORKSHOP FOR MANAGE- 
MENT. For details, see page 29. 


mee | he case history which 
I will that of A. B. Dick 
Company’s first rnstallation, which be- 
1953, 
two years ago. I represent the beginner 


present iS 


came effective January 1, about 


in the use of clerical quality control— 


more the situation in which many of 


you might now be. Although our qual- 
ity control program in the offices is in 
its infancy, it is a healthy operation. 
Our organization structure is pretty 


typical of 


medium-size companies. We 
have six major divisions, the heads of 
which report to the President, ‘These 
divisions are: 

Sales, Controller's, 


Research and Engineering, Purchas- 


Manufacturing, 
ing, Personnel Relations. 


In our Manufacturing Division there 


It is 
this 


is a Quality Control Department. 
that 
group was and is sympathetic toward 


important to understand 
our efforts to improve the quality and 
lower the cost of paper work. They were 
and are not now in a good position to 
their full 
with (and they do a good job of) main- 


help us. They have hands 
taining the quality of our products at 
a high level. This situation is probably 
quite typical of any industrial company. 

We employ about 1600 people. Of 
these, approximately 500 to 600 people 
can be included in the office or clerical 
Offhand, 


could assume that this many people 


and paper work groups. you 


doing office-type tasks would offer a big 
field for applying quality control. How- 


ever, I must narrow down the field 


bit. First, we exclude the folks in re- 


search and engineering technical work, 
the field sales supervisors, and middle 
and top management. This leaves some- 


where near 300 who are directly con- 


cerned with turning out our major 


tangible othce product: paper work. 


These people are divided up into over 


10 organizational units, usually called 


sections. The largest group is about 35, 


then there are four of about 20 and the 
remainder are largely groups of 7, 6, 
and 5 or less. 

Small groups do not eliminate the 
possibility of applying quality control 
beneficially, the 
opportunities 


Nevertheless, best 
look 


the 


places to for 


initially are larger 


units. Groups in which work of a some- 


organization 
what similar nature is carried on con- 
tinuously by a group of workers at ap- 
proximately the same level offer the 
The 
onstrating savings gained through ap- 
plications of quality control is better 


best possibilities. chance of dem- 


in these larger units. 
Selecting an area for initial program 


If you are 


that 
which measurable, 


starting from scratch, I 
all 
repetitive 


suggest you identify areas in 


tasks are 


being performed; areas in which vol- 


umes of paper are being created, proc- 
essed, 


or used to accomplish things 


which need to be done. Typing, tran- 


scribing, Computing, entering, and 
checking are the kind of actions I mean. 
Also, all in which the 


cost of performing these volume tasks 


identify areas 





is relatively high, either per unit, in 
total, or both. I can’t think of many 
cases where this condition won’t be 


true today! Another cost—which 
won't be recognized unless you look for 
it—is the indirect cost of errors which 
generate delays and errors further down 
the line. For example, who can afford 
to overlook the cost of a customer lost 
to a competitor because his order was 
mishandled? 


How our program began 


Back in 1951, 
Quality Control 
thought it offered good possibilities. 
One alert Section Manager and his De- 
partment Manager investigated further 
and by attending 
This was going on 
perhaps even 


soine of us heard about 


techniques, and 


by reading articles 
and classes. 
1952 


lectures 
all during and 
earlier. One important event in their 
education was a visit to Aldens Inc., 
Chicago, where they saw it really work- 
ing. As a matter of fact, that visit sold 
them on the statistical technique, They 
believed the basic idea was sound: but, 
was it a sound application for us? Sev- 
held within our 


eral discussions were 
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ARISTOCRAT | 
DESK 
a Masterpicee of Cnginceviug 


Here’s polished new beauty of modern 
design. in desks plus-engineered for || 
functional efficiency and long term 
value, built in the Remington Rand 
tradition of craftsmanship and quality. 

With the unit type of construction, 
all sections of each Aristocrat are 
interchangeable. Tops, drawers and 
pedestals can be easily reassembled to 
meet varying requirements. 

Note the comfortable, recessed 
drawer pulls. The new-design center 
drawer lock releases all drawers by a 
mere quarter-turn of the key —no 
movement of the center drawer neces- 
sary! Heights adjust from 29” to 3012” 

Indeed, Aristocrat desks set new 
highs in functional excellence, dura- 
bility and beauty of modern styling. 
They’re available in three colors — ex- 
clusive Gray-Rite, soft pastel, decorator 
brown and green. Ask for new booklet 
— FF187 — showing the full Aristocrat 
Desk Line. Write Remington Rand 
Inc., Room 1420, 315 Fourth Avenue, 
New York 10, New York. 
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own group. By “our own group” I 
mean our Order and Billing Section, 
which then had 28 clerical people. ‘They 
are directed by the Unit Supervisor, 
and the Section Manager; the Section 
Manager reports to the Accounting 
Services Manager who heads one of 
three departments in my group, which 
is labeled Procedures and Services. The 
Unit Supervisor was brought into the 
picture just as soon as we had made 
our decision to go ahead. She is a work- 
a group leader 
boss—call it what you will. This first 








ing supervisor straw 
level of supervision is your best tool to 
prepare for the program and condition 
it properly. 


Selecting an area for study 


Operations in our Order and Billing 
Section include the customary sorting, 
screening, editing, pricing, and entering 
of customers’ orders. Then, after ship- 
ment, there follows prompt and accur- 
ate billing. It is significant and _ for- 
tunate that we had selected — albeit 
somewhere by chance—one of our larg- 
er clerical sections. It was a group in 
which vital, urgent, and repetitive de- 
tail work was being done continuously. 
And, I might add, a group whose costs 
—both the obvious and hidden vari- 
eties—were thought to be high. 

In any order handling activity, the 
work must be done very promptly and 
very accurately if we are to please our 
customers. We believe we can afford 
only a very small margin of error. In 
fact, we were getting over 99% ac- 
curacy, but it was costing us plenty. 
To get this result, we had two of the 
top-rated people in the section check- 
ing 100% of everything, full time, at a 
cost of over $6,000 per year. That was 
just checking order entering. Another 
one and one-half man-years were spent 
on checking billing; over $10,000 in all. 
Therein lay our opportunities: high 
costs with a concurrent cost reduction 
campaign; irritations, friction, and job 
dissatisfactions. Furthermore, there 
were no real clues as to why mistakes 
were being made. 

Most authorities on Quality Control, 
factory and office, advise against trying 
to install a broad program over too 
much area, too quickly. We have really 
followed their advice, and, we find, 
with much success. 
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Selecting personnel for the program 


Just as in anything new or different 
that we want to have succeed, getting 
the right people is mighty important. 
One way of selecting the people to 
carry out the installation is to let them 
sclect themselves. Of course, in most 

wouldn’t work — or it 
happen. So, someone in 
authority will have to do it. Someone 
from line management, or an engineer, 


cases this 


wouldn’t 


or a Statistician, or someone from a 
staff group can be selected.. Another 
way is to hire an experienced man. 
Any one, or a combination of these, 
might be the best in a given case, In 
our case, I assigned a procedures staff 
assistant to work with the line man- 
agers who had “selected’”’ themselves 
through their early interest and study. 
The staff man’s job was to observe and 
assist, if necessary. As it turned out, he 
had little to do other than add his en- 
dorsement from time to time to what 
the line managers wanted to do. 

The plan I have now is to train one 
or more of the procedures staff in the 
fundamentals of statistical quality con- 
trol. Then I can provide staff assistance 
to any other line managers who want 
to get into a program of their own. 
Unless your program is going to be big 
enough to require a full-time depart- 
ment or staff group, get the line people 
to do it with some trained staff help if 
necessary. After all, once it has been 
installed, the line people will want to— 
and should—carry on from there. So 
get them into the work right away. 

After a staff is chosen, there are at 
least four ways of providing them with 
the necessary technical know-how: 


1. A course of instruction in Quality 
Control. 


2. A consultant to teach the staff and 
help get the program started. 
3. “Empirical absorption,” — the 
process of learning from others 

practical experiences, 


?. Trial and error, on your own. 


Since we put in our first Quality 
Control in the office, I have talked with 
enough experienced Quality Control 
men to realize that it will be a great 
advantage and time-saver to have 
someone in the office trained in the 
fundamental principles of statistical 
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ANNUAL 


Best place to work awards 


FOR OUTSTANDING EXAMPLES OF OFFICE LAYOUT AND PLANNING 


@ TWO MAJOR AWARDS—$250 EACH 


Best integrated general offices—small firm—offices now occupied by a firm with fewer than 100 office 


employees. 


Best integrated general offices—large firm—offices now occupied by a firm with more than 100 


office employees. 


@ 7 SPECIAL AWARDS 


Best general offices in a suburban location—offices for a firm of any size. 


Best executive office or suite—for one man or for a group of executives whose offices are adjacent 


to one another. 


Any size firm. 


Best clerical work center—may be a single department or the entire clerical operation in a firm of 


any size. 


Best employee lunch/lounge area—in a firm of any size. Entry may be of separate lunchroom, 


lounge, cafeteria, coffee bar, or a combination of any of these areas. 
Best board or conference room—in a firm of any size. 


ferences, or a combination of the two. 


Area may be for large groups or small con- 


Best reception room—in a firm of any size. Area may be for multiple use or reception only. 


Best “special situation” solution—in a firm of any size, which shows a practical solution to an un- 
usual problem in design or layout. 


and rules please circle No. 500 
on postage-paid Reader Service 
Card bound in this issue. 


CONTEST EDITOR 


Management Magazines, Inc. 


141 East 44th Street, 
New York 17, New York 


ENTRIES CLOSE 
JUNE 21, 1955 


What makes your firm a 
“Best place to work”? 


These awards aren’t concerned with 
merely “beautiful” offices. But they are 
designed to demonstrate how well-planned, 
properly integrated offices improve em- 
ployee productivity and morale. 

If your company has done an outstand- 
ing job in any of the categories listed 
above, here’s a chance to win recognition 
and—at the same time—gain favorable 
employee, public and _ stockholder pub- 
licity. Winning entries will be published 
in MANAGEMENT METHODS or THE 
INTEGRATED OFFICE. 


It’s easy to enter 


Elaborate entries or costly photographs 
are not necessary. Just have the pertinent 
person in your firm—or your architect or 
designer—fill in the official entry blank 


and clip to it a few photographs, snap- 
shots or sketches. That’s all! Contest 
closes June 21. All entries must be on the 
official MANAGEMENT METHODS entry 
blank. You can get an entry blank by cir- 
cling number 500 on the Reader Service 
Card bound in this issue. 


Who can enter 


Entries may be submitted by a com- 
pany, an architect, or an office designer. 
The major cash awards and wall plaques 
will go to the winning architects or de- 
signers. Plaques will also be presented 
to the award-winning companies. For the 
Special Awards, plaques will be sent 
to both the company and the architect or 
designer. More than one entry can be 
submitted. In addition, all entries will 
be automatically reviewed by the judges 
for possible consideration in categories 
other than the one specifically selected by 
the entrant. 


(Circle 500 for more information) 
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quality control. Many universities offer 
such courses in their industrial en 
gineering curricula. Also, one can read 
the text books (for example, E. L. 
Grant's Statistical Quality Control). 

Another way to acquire know-how 1s 
through the use of consultants; always 
a controversial topic. I understand 
there are now specialists available pro- 
fessionally in this field. A good con- 
sultant is often worth his price, espe- 
cially when there is an urgency to get 
something done. 

Third, and fortunately for most of 
us, there’s my “empirical absorption” 
method. So often, the only way we can 
afford the time, money, and energy to 
get in some needed improvements like 
Ouality Control, is to take advantage 
of what others have already done. We 
do this by reading articles, by talking 
with them whenever and wherever we 
can, and by observing their operations 
ov the snot. People in) business are 
more and more willing to share their 
experience with others, unselfishly. 
Finally, as regards trial and error on 
your own; you're going to have to use 


this method in any case. 


Adapting others’ experiences 

How did we adapt others’ plans and 
experiences to A. B. Dick Company 
needs? Here are some excerpts from re 
marks made on the occasion when Fred 
Willey, Section Manager, and his boss, 
Walker Wolford, explained to ow 
management group what they had done 
with statistical quality control. This re 
port was made in February, 1954, after 
one year of operation in order entering 
and just as we were installing statistical 
quality control in billing. 

Mr. Willey said, “For our purposes 
the control chart is merely the tool 
through . . . which we can determine 
when the deviations (errors) are not of 
a usual or normal nature, and, there- 
fore, when we should take action to 
eliminate the cause of unusual devia- 
tions (Figure 1)... .In order... to 
prepare these charts of the quality of 
performance ... we must have data. 
We could, if extremely ambitious, an- 
alyze the results of our 100°% inspec- 
tion and attempt to plot such analysis 
on a chart. This, of course, would be 
much too costly and time-consuming. 
Therefore, we use what is called a ‘ran 
dom sampling plan.’ The one which we 
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The Seeburg Library Unit. Attractive limed oak cabinet. The Seeburg Custom Unit (inset) for built-in 
installations. Mounted on sturdy sliding metal tracks. Both units have high fidelity pre-amplifier and pickup. 


music will benefit 


The benefits of music upon factory and 
office personnel gains greater recogni- 
tianevery day. Music combats the bore- 
domof repetitive tasks... music reduces 
absenteeism and labor turnover 

music buflds morale . . . music increases 
office efficiency and factory production. 


You can put the benefits of music to 
wark easily and economically with See- 
burg Background Music Service. 


THE SEEBURG PLAN. Highlight of the 
plan is a LEASE-PURCHASE agree- 
ment covering all the equipment. 
Monthly payments apply toward even- 
tual ownership of the entire sound sys- 
tem. The Seeburg Background Music 
Library, which includes a_ refresher 
service every 30 days, is available at a 
separate monthly rate. 




















WORK AND 
ATMOSPHER 








THE SEEBURG BACKGROUND MUSIC 
SERVICE. The distinctive feature of this 
modern music service is the Seeburg 
Background Music Library. Every 
selection has been carefully arranged 
and scientifically programmed for work 








and atmosphere music. 





The music is recorded ‘“‘live’” by 
outstanding orchestras in Hollywood, 
Munich and Vienna. It is mastered and 
pressed to exacting high fidelity stand- 
ards by RCA-Victor on 45 RPM Ex- 
tended Play Discs of pure virgin Viny- 
lite (no filler). Frequency range is from 
30 cycles (low frequency) to 15,000 
cycles (high frequency) per second. 


THE SEEBURG MUSIC SYSTEM. Nucleus 
of the system is the world-famous See- 
burg Select-O-Matic mechanism... 


the most revolutionary development 
for the playing ef recorded music smce 
the invention of the phonograph. The 
Select-O-Matic is completely automatic 
—no attendants are required. How- 
ever, the Seleet-O-Matie permits play- 
ing individual records if desired. 








PAGING SERVICE. A compiete, efficient, 
easy-to-use paging and public address 
system is also provided. 


TRUE HIGH FIDELITY. The Seeburg 
Music System is high fidelity all the 
way including a high fidelity pre- 
amplifier, a high fidelity magnetic pick- 
up with genuine diamond styluses and 
specially designed Seeburg extended 
range remote speakers. So now, back- 
ground music and high fidelity repro- 
duction become one and the same thing. 


SHEBURG 


Background Music Service 





(Circle 470 for more information) 


J. P. Seeburg Corporation, Chicago 22, Illinois 
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The Select-O-Matic Mechanism. Heart of the Seeburg System. 
Completely automatic operation. Plays the records vertically. 





i 
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SAATERS WALT? 
CRANADA 
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The Seeburg Background Music Library. Mastered and pressed 
by RCA-Victor on Seeburg label. Monthly refresher service. 


your business 





Factories, offices, banks, savings and loan associations, hotels, 
clubs, stores, institutions know the benefits of background music. 


WRITE FOR INFORMATION. Learn how easily you can 
apply the benefits of music to your business. You'll find 
the Seeburg Plan is as unusual in concept as the Seeburg 
System is brilliant in performance. 


MAIL THE COUPON 


(Circle 470 for more 
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A Seeburg Console for your home. Real selectivity. Full- 
spectrum high fidelity. Light Korina or rich mahogany cabinet. 


| 

| J.P. Seeburg Corporation, Chicago 22, Illinois 

| | Please send data on Seeburg Background Music Service. 

7 _| I’m interested in a Seeburg Select-O-Matic for my home. 

| Name ; 5 I Oe 2S e4 RAN ee 
| 

| Comat c Se ee Se as 8 ee ee eee eee 
| 

| Address. . 

| 

i | een ee ereee ween a RI ac ine SERRE > oitdnna's'n we A 


information) 








use . . . is the single sampling plan. 


There is also the double sampling plan, 


the sequential sampling plan, and the 
multiple sampling plan. In view of the 
fact that our quality of performance is 
determined by the percent defective 
computation, the single sampling is the 
one recommended. As to the size of the 
sample, various authorities on the sub- 
ject disagree in that their recommenda- 
tions range from as little as 5°% to as 
much as 50%. For our purpose we. . 


decided that a 20°% sampling (would 
c 


) 


be) sufficient. 


Limited sample satisfactory 


“Why do we feel we are examining a 
safe representation of our work with 
only 20° sample? This point is one of 
the most difficult to sell to people who 
are not familiar with statistical quality 
control. Let’s prove our point by dis- 
proving the alternate method, In order 
to prove that even with 100% inspec- 
tion, we are not protected or guaran- 
teed results reflecting 100°; perfection, 
we shall now show you the recording of 
an investigation made by a_ special 
team of quality control engineers for 
the General Electric Supply Corpora- 
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Figure 2 


tion. You will observe (in Figure 2 


that, of a certain batch which they had 
predetermined to contain 100 defects, 
only 68 were detected in the first inspec- 
tion, with 32 errors going unnoticed. 
Of the 32 remaining defects, only 18 
were discovered in the second inspec- 
tion, leaving 14 unnoticed. In the third 
inspection, 8 were discovered of the 14, 
leaving 6 unnoticed and even after the 
fourth inspection, made by a team ol 
carefully selected inspectors, only 4 of 
the remaining 6 defects were discove: ed, 
with 2 errors remaining undetected. 
This investigation indicates that alte 
three 100% inspections and a fourth 
special inspection by a selected team, 
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Have you checked the prices of ex- 
ecutive chairs lately? Ask your 
Sturgis dealer to show you this man- 
sized spring back chair (we call it 
the 1205-G) and see if the price 
doesn’t surprise you. 


Sit in it—there are 23 coil springs 
in that big seat. Relax against that 
ample backrest—it’s foam rubber. 
Tilt back and discover that the rear 
of the seat lowers while the front 
remains almost stationary, permit- 
ting your feet to stay on the floor. 








Individual Detail Error Record: Operator: A 


Nature of Error 





Oversight 
Procedures 


to the theory that if random samples 
are taken from any production at regu- 
lar intervals throughout a working day, 
the percent of quality reflected by these 
samples should be a good representa- 


will use it and whose work will be 
measured by this statistical technique: 

“When installing quality control in 
any new operation, all those with ex- 


perience have found that the first and 


® te e 2 4 4 P P hd " . . . 
+ ° = i ‘a tion of the percent of quality of the most important step is to explain the 
= e ~ ’ ° . . . ° 
ox ul a day’s production. basic principles to the people involved. 
11/ Uneasdabls Sirthsover ; “Having satisfied ourselves that the We, therefore, outline the steps that 
11/5 Wrong P.O. Date 1 theory was sound, we decided on Janu- would be followed in developing and 
11/6 Misspelled Word | ary 1, 1953 to run a 60-day test, record- setting the program in motion. ‘These 
11/9 Via Omitted | we: : ‘ ; \ , ' 
11/13 Wrong Date of H& W Inv. | ing both the quality of work as reflected steps of necessity might vary from 
1117 £15439 S/B #15439A | by 1009, inspection and the quality of month to month as we gained experi- 
Wrong Address of Cust. work as reflected by the inspection of a ence with the theory. Having explained 
Wrong Unit of Sale | ; . 9ono7 ‘ ; a Sn : . , 
11/19 Price Error ' sample of only 20%. One of our check- the basic principles of quality control 
11/25 "Refer to L. Johnson" ers was assigned the responsibility of to all order typists, we also acquainted 
Hy ys ' | completing the 100% inspection and them with the various forms and the 
. . mitte . + ° 
11/30 Price Errors 2 recording all errors detected. The sec- use to which each form was to be put. 


Total for November | 3 6 | 2 





Figure 5 


the end result of quality production 
was only 98% accurate. 

“It has, therefore, been generally ac- 
cepted by those who have been working 
with quality control that 100% inspec- 
tion does not mean 100% perfection. 
Monotony factor and becoming auto- 
matic are blamed for overlooking errors 
in 100°% inspection. Inspecting only a 
sample relieves pressure, monotony, and 
automation—results in higher quality 
inspection. In taking our sample, it is 
absolutely necessary, as suggested be- 
fore, that the sample be taken at ran- 
dom, and, I believe, you will all agree 








ond inspector was assigned the respon- 
sibility of checking only the 20° sam- 
ple and recording all errors detected. 
Although we originally intended to run 
the test for a 60-day period, at the end 
of January we found that the quality of 
work recorded from the 20% sampling 
inspection was practically identical to 
the quality of work recorded from the 
100% inspection. The former being 
99.59 with the latter 99.60. We, there- 
fore, decided a further test period was 
not required and commenced depend- 
ing upon the 20% sampling entirely, as 
of the Ist of February, 1953.” 


Employee understanding is essential 


Mr. Willey also described telling the 
people who are affected — those who 


We acquainted them with the records 
which would be maintained of their in- 
dividual performance and the avail- 
ability of the records for their counsel 
and guidance throughout the months 
ahead. Very much of the same explana- 
tion of the principles and theories of 
statistical quality control was given to 
all personnel as is being disseminated 
here today. 

“After having taken each step one by 
one, explained it thoroughly, and clari- 
fied any questions the group had with 
regard to their own performance under 
the plan, we posted our first “unit 
monthly control chart” and anxiously 
awaited the reaction of its posting on 
the operators concerned. 

“As each day passed and the perform- 
























































(You can thank our brand new , = 
Sturgi-Tilt Control for that!) Oh, Figure 6 Figure 7 > RECORD _OF_AFFECT OF ERRORS - 1953 
yes, and under it all is the famous 
Sturgis wear-proof fiber glass base. meee sina 
As we Say, put your money on Ee" lone — LIS Ca ee MONTH NO CONSE QUE NCE A.B.01CK ONLY CUSTOMER __ TOTAL 
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“(Circle 459 for more information) 
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ance record of the unit was posted to 
the chart (Figure 3), the operators ap- 
peared to become increasingly more in- 
terested. The chart did create some in- 
terest in other surrounding departments 
which, we must admit, resulted in some 
joshing or sarcasm. However, after a 
number of months had passed, the 
order typists had become accustomed to 
the idea and very little objection was 
forthcoming.” 

You will note this typical monthly 
Unit Control Chart (Figure 3) shows a 
fairly consistent pattern within the con- 
trol limits. However, any time the in- 
spection sample indicates a quality level 
below the danger signal line—that is, 
the lower control limit—we investigate 
at once. We find out who was respon- 
sible and what types of errors caused 
performance to be out of control. Then 
we take necessary steps to correct con- 
ditions and to retrain the people who 
made the errors. 

Now look at a typical Individual 
Monthly Control Chart (Figure 4). By 
watching these we can note each in- 
dividual’s performance trend. Again, 
this is the cue to take corrective action 
before the group gets out of control. 
Here, it should be noted, is a consider- 
able additional amount of work to 
maintain individual charts. In some 
cases with dozens, perhaps hundreds, of 
individuals in a group, it would prob- 
ably not be worth it to maintain charts. 

In our case, in addition to the in- 
dividual’s control chart, we have main- 
tained a record of errors (Figure 5). 
When charts are not kept, some such 
record as this will undoubtedly be 
worth while. It is a tool for counseling 
and training individual employees. It is 
also useful when making merit ap- 
praisals. In addition to the records you 
have just seen, it has been useful to 
keep certain other statistics on an an- 
nual basis, by months or by people. 

The Summary Comparison Chart 
(Figure 6) for the years 1952 (before 
Statistical Quotation Control) and 
1953 (with SQC), shows that over-all 
results were satisfactory. We improved 
the quality average by 11/100 of 1%. 
This was done with an accompanying 
saving of over $6,000. 

Ot the errors made and detected dur- 
ing 1953, only about 28% may have af- 
fected our customers (Figure 7). m/m 
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A manufacturer of high-precision parts, growing fast, had trouble get- 


ting quick reports for “efficiency rating of labor expense.’ 


> Manage- 


ment wanted to know—in a hurry—answers to questions like these: 
What is labor cost for each job? How should labor expense be dis- 
tributed? How is each department performing against standards? The 
company got real results from a new system that uses, among other 
innovations, the new Moore form called “Speediflo.” 








The Old System 
Formerly time cards and job cards 
were handled separately, and were 
under separate con- 
trol. The timekeeper 
hand-posted produc- 
tion figures. The work- 
ers handled individ- 
ual cards for every job 
they worked on; they 
also made certain cal- 
culations that man- 
agement reports were based on. There 
was considerable duplication and no 
positive tie-in between payroll and 
labor distribution. 





The New System 
Star performers are a combination 
Time Card and Job Card and the Daily 
Efficiency Report run off on the Moore 
Speediflo forms. 

A single card contains the time 
record for payroll and, on the reverse, 
job information, It’s the only card 
handled by the worker, the supervisor 
and the timekeeper. 

































The timekeeper distributes the cards 
every morning to the employees. The 
employees “ring in” and, as they work, 
fill in job information on the reverse 
of the card. When leaving they “ring 
out” on the card. A supervisor collects 
the cards and the timekeeper readies 
them—by adding facts and making 
computations —for tabulating. 

Tabulating: Punched card facilities 
have expanded considerably. They in- 


clude 43 key punches, 13 electronic 
calculators and also a Moore Waterfall 
decollator, 2 Moore detachers and a 
check imprinter. 

The Report is run off on the 3-part 
Moore Speediflo. The form is engi- 
neered for the closest tolerance ever 
produced in the forms industry. It’s 
able to handle an enormous amount of 
information fast. There are 54 vertical 
rules on it. An IBM 407 prints a line 
for each job per employee, and total 
department figures are printed after 
the last man. 





The Daily Efficiency Report gives 
management the summary of informa- 
tion it wants: true labor costs (for 
estimating future orders) ; a tie-in be- 
tween payroll and labor distribution; 
an evaluation of employee production 
efficiency. 

Decollating has been speeded up to 
a rate never achieved before, with the 
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1 
| 
| 
| : 
| Name 

I . 
Company 
| J 

Street 

\ 


City 
fe ee eee 


(Circle 439 for more information) 


MOORE BUSINESS FORMS, INC., Dept. MM-1 
Niagara Falls, N.Y., Denton, Tex., Emeryville, Calif. 


Please send me details of the system outlined. 





Speediflo with new narrow carbon 


A revolution in forms is this 
Moore ‘first.’ Control margins 
do not clog or jam during fast 
tab runs, flow is uninterrupted. 
Parts do not creep or skid. One 
big user gets results, saves 
$8300 a month on form costs. 








new Moore Waterfall decollator. Part 
1 is a control for the supervisor; Part 2 
is a guide for time studies (never avail- 
able until now); Part 3 is a labor 
expense control, used by the Budget 
Co-ordinator. 


Savings and Gains 


Management has complete control over 
its labor statistics. Rates can now be 
established with true accuracy. Spec- 
tacular results were realized in savings: 
timekeeping hours were reduced 528 
hours a day; forms, reduced from 5 to 
1, saved $100,000 a year on costs; in 
decollating, 8 man-hours a day were 
saved, etc. If you'd like to read the 
complete story on this installation, 
write Moore Business Forms, or fill out 
the coupon and mail it to the Moore 
office nearest you. 
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efficiency goes up... 
costs come down! 





a simple low cost plan 


for businesses of every size and ‘ype 





POSTING 1S DONE ONLY 
ONCE EACH MONTH. 


EASY TO POST—AND 
EASY TO PROVE. 


simplicity... 
speed... 
economy... 


they go 
hand in hand! 


EVERY CHARGE VERIFIED 
BY WRITTEN RECORD. 


COMPLETE ACCOUNT 
RECORDS IN ONE PLACE. 


CAN PROVIDE DUPLICATE 
COPIES FOR SECURITY. 


BETTER BUSINESS RELATIONS 





the plan makes it practical... 
Le Febure equipment makes it profitable! 


WRITE FOR 
WL Fcbute 
lee) ite) e Vile), | 
e Please send complete 


COMPLETE ... 
@ information on SHORT CUT BOOKKEEPING 
a 








CEDAR RAPIDS, IOWA 


NAME__..__. 
= FIRM NAME 


@ avpress 


»+ CATALOG OF Pan ® aie i 


Dept. M-1 
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How to deal with the 


OVER- 
QUALIFIED worker 


mee Phe overqualified worker is a hazard, 
not only to the company which employs him, but also 








to his own mental health, according to Industrial Psy 
chology, Inc., a national research organization. ‘This 
type of employee has more psychological potential and 
ability than the job can absorb. His work challenges 
him for a while, then it becomes routine, repetitive, 
and lacking in stimulation. Soon, he becomes ineth 
cient, and even more troublesome and annoying than 
the underqualified worker. 

For example, Mr. B., 25, a high school graduate, has 
remained a junior clerk for six years. He has worked 
for eight different companies during that time. Pres- 
ently employed as a statistical clerk, his test scores show 
he has too much aptitude for the simple, routine, and 
detailed assignments of a numbers clerk. He has the 
intelligence to do statistical clerical work, but the lack 
of challenge and the detail of the job bog him down. 
Actually, he qualifies at the senior clerk and_ office 
supervisor levels. 
in high school put him on the wrong job track. A 
good part of the responsibility also lies with the eight 


Lack of proper vocational guidance 


companies who hired him, investing a minimum of 
$200 each in his incorrect placement. 

Following a set pattern of placement, he was about 
to be dismissed by his company, when they gave him a 
Instead of dismissal, as a 
result of the tests, they decided to transfer him to a 


series of psychological tests. 


salesman assignment. 

Industrial Psychology suggests two areas to manage 
ment in which they can handle the costly problem oi 
over-qualification. 

1. Spot the overqualified employee. The most accu- 
rate method for spotting the overqualified employee is 
by psychological testing. Job tests, with national stand- 
ards, will rate the applicant at five levels of psycho- 
logical qualification (underqualified, minimum-quali- 
fied, well-qualified, overqualified) for various job titles 
in business and industry. 

2. Handle overqualified employee properly. There is 
nothing wrong in placing an employee in a job for 
which he is overqualified, providing the situation is 
handled properly. If he is a long-term employee, he 
should be informed that this is a definite part of his 
training process, and that the company realizes he has 
more ability. In hiring temporary or part-time workers, 
the overqualified person is often a good risk, since he 
learns quickly, and the assignment is over before he 
can become bored. 

For more information on psychological testing, circle 


number 539 on the Reader Service Card. 


For Fast, 
Sure, Clean 
Sealing and 







For sealing envelopes—for sticking stamps and 
labels — put a PIKE “Better Moistener” on every 
desk in your mailing department and shipping room! 
They’re self-cleaning—last for years. Broad weighted 
base prevents tipping. Feet are concealed and rubber- 
padded — no scratching! 
Attractively styled, in finishes to match every office 
decor. Sparkling chrome cover, with bases of black, 
gray or brown porcelain — or cast iron with black or 
gray wrinkle finish. 
Model 3A — Porcelain base. Black, gray or brown. 
List price $3.95. Model 3C — Cast iron base. Black, 
steel gray wrinkle finish. List price $4.50. 
Both with 3” adjustable brushes. Extra brushes $1.32. 
See your stationery dealer 

or mail or phone your order direct to 


E. W. PIKE & CO., INC. 


494 NORTH AVENUE 
ELIZABETH 3, N. J. Elizabeth 2-0630 
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When YOU USE Strip Tabbing 


For Making Your Own Indexes 


YOU SAVE 


56% . 


TYPING TIME by Using iS 
A466 TYPERITE Index Tabbing 


ise ONLY tassinc /._ 
That Is Typewriter Spaced! 


Both the blank insert strips and 
the slots in the Tabbing are 
typewriter spaced. Your typist 
uses the line space lever instead 
of the soft roller for typing the 
titles. Easily saves 56% typing 
time. 



















. = STE Shatieg” a 





“NO Chooney TITLES 







Titles Are Neater, Cleaner! 


It’s so much easier, faster, more accu- 
rate to type the titles without using the 
soft roller, and, typists breeze through 
the job in a hurry, with fewer wasted / 
inserts, and no zig-zagged lines. a 


FREE Samples, Literature On Request. 
Send Postcard or Letter To Dept. 3 


fk HEB 917 Reade St. New York 13, N, Y. 


INDEXES 426 S. Clinton St. Chicago 7, Ill. 


SO © 2 wre. 
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The DENOMINATOR Controls 
Uniformity of Product 


To assure greater uniformity of weights of all packaged cookies, 
Weston Biscuit Company of Passaic, N. J., makes continual weight 
tests—and records underweight and overweight in fractions of 
ounces on The Denominator. 


By comparing the overweight versus underweight readings on The 
Denominator, immediate production adjustments are made to keep 
the packaged weights in line. 


These simple counting units add by one at each stroke of the 
cover-key. Assemblies of any needed quantity can be 
purchased. Use The Denominator to solve YOUR sort- 

5 and-count problem. 


Have your methods man write Dept. MM-52 for free 


illustrated brochure. AAA) 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y 


Be. 1 


Manufacturers of Tabulating Machines for 40 years 
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This ‘‘free’’ file-folder kit will show you 


How to modernize your 
shipping operations 


NOTHING LIKE IT EVER BEFORE. Not a catalog 
of products, but a file-folder of systems created to stream- 
line shipment addressing and product identification mark- 
ing, and simplify shipping paperwork. It describes and 
illustrates how to address and mark shipments faster, 
cheaper, and with less errors . . . how to tie-in addressing 
operations with preparation of shipping paperwork... 
and many other methods for making your shipping opera- 
tions more efficient at a lower cost. 


Weber 





GET YOUR COPY OF THE WEBER LABEL AND 





MARKING SYSTEMS FILE-FOLDER KIT 
RIGHT AWAY. NO CHARGE OR OBLIGATION, 


label and marking systems 











Division of Weber Addressing Machine Co. 
Dept. 9D, Mount Prospect, Illinois 

Phone: CLearbrook 3-2405 
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How various companies 


loperate their 


MERIT RATING PLANS 


A survey of methods of determining 


which employees are entitled to benefits 


ees )=NMerit rating is a fundamental man 
The 


question has never been whether or not to rate, but 


agement practice to gauge an employee’s activity. 
rather how to rate. Merit rating is a means of apprais 
ing how well an employee performs his job, his qualifi- 
cations, and his progress. Its purpose is to determine, 
as accurately as possible, which employees are entitled 
to wage increases, promotions, etc. 

In recent years, merit rating has become an increas 
ingly valuable tool of most personnel and industrial rela 
tions departments. The Associated Industries of Cleve 
land (AIC) recently made a survey of various merit 
rating plans to ascertain how these companies rate their 
office workers: 


Company 1. The employee’s supervisor makes a report 
to the Personnel Director, who in turn discusses it with 
the executive Vice President and the Controller. Thev 
decide whether or not the employee merits an increase. 
Each job has a labor grade and range of points. Up to 
the mid-point of the range, increases are almost auto 
matic. Beyond that, the employee's record is more care 
fully considered. There is no paper work involved. 


Company 2. Employees are rated quarterly. The head 
of each department reviews his own employees’ perform 
ance during the previous quarter, and decides whether 
increases are merited. No forms or other paper work 
are used in this procedure. 


Company 3. A question form is marked semi-annually 
by the employee’s immediate supervisor and department 
head. The report is sent to the company’s industrial 
psychologist, who studies it and makes a “profile.” He 
meets with the training director to discuss it. The form 
is then directed to the personnel director along with a 
statement which notes whether or not the employee 
should get an increase. Some of the subjects on the 
form include job knowledge, quality of work, attitude, 
and punctuality. 


Company 4. 
semi-annually, which contains a list of questions on vari 
ous merit rating subjects. ‘The report is given to the 
If it is approved by him, it will go 
on to the wage and salary administration department. 
Recommendations are made and it is then referred to 
the General Manager, who makes the final decision. No 
point system is involved. m/m 


The employee’s supervisor fills out a form 


personnel director. 














© it’s time to change 
to Del-e-tane! 





When last-minute changes come up, you'll be glad 
your office typewriters are equipped with Del-e-tape 
ribbons. Because when using Del-e-tape ribbons, 
whole words and sentences can be quickly 

taken out with Del-e-tape deleter. 


Just touch the liquid to the paper and—presto!— 
typing completely vanishes. No smudging, no 
scrubbing with erasers, no crumbs to dirty 
machines. Re-type on the same space without a trace 
of a change. You get a better job in less time. 


Del-e-tape types clean and sharp—is permanent 
in type. Fits all standard and electric 
typewriters. 30-day money-back guarantee. 

Be convinced—order today! 


If your dealer 
cannot supply 
you, use coupon 
order form. 





ce sit am See: ee ep i aso “MAIL THIS COUPON FOR TRIAL ORDER= — = = a= on on om am oy 


AETNA PRODUCTS COMPANY, INC. PRICE LIST ! 
P.O. Box 438, Hicksville, N. Y. Standard Typewriters | 
Please enter our trial order for DEL-E-TAPE BAe $ 1.50 ! 
RIBBON and DELETER. 1 Dozen |||: 13.50 | 
Quantity Make of Typewriter Color IBM Elec‘romatic ! 
ER 8 FP PERE: 5 nS Atle SES LH 6 5 A Machines ! 
 evalned! <a us Deidcaietak tie elec eee ES. 
pe ts DEL-E-TAPE Deleters. 1 Dozen ..... 16.50 ; 
Del-e-tape DELETER 
DA. oa. cnsnbsseceneteuntieaee sescesesees $50 Each $5.00 doz. ; 
FMD GING: oc cs sd ccodevnccenetececcososhesbesebesedes duueenen E-l J 
PR, os odin s sc cn cae RORARMLE CRED eas ere I 
ee ee ea ere NR TAT a 
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: Batre. Sey 
For full color booklet and rates” 


LARGEST RESORT OF ITS KIND 


IN THE WORLD! 


650 Accommodations 
each with private 


terrace. Hotel, Motel, 


20 acres of resort 
pleasure from the 


Atlantic to 
Biscayne Bay. 





See your Travel Agent or Write: 


ON THE OCEAN AT 194th STREET, MIAMI BEACH 


JOHN M. DUFF, Jr. 
General Manager 
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Apartments and Villas. 














Atlantic City’ s 
Newest Convention 
Hotel 


The Jefferson with its new facilities for 
handling all convention groups is fast be- 
coming Atlantic City’s most popular con- 
vention hotel. 


The Jefferson features an abundance of 
Meeting, Banquet and Exhibition Rooms fully 
equipped to handle your every need. Experi- 
enced personnel. Location ideal in heart of 
Atlantic City. 


WRITE © PHONE ¢ WIRE TODAY 
FOR DESCRIPTIVE LITERATURE 


Convention Manager 
Hotel Jefferson 
Atlantic City, N. J. 
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me Office salaries have skyrocketed an 
average of 53% since 1947, and in some cases as high 
as 70%, according to a survey conducted by the Na- 
tional Office Management Association (NOMA), Phila- 
delphia. The year 1954, however, was the turning 
point in the snowballing of increases for office workers. 

Clerical wage rates, on the whole, continued upward 
last year, although the increase was much smaller than 
any of the annual gains scored during the preceding 
eight years. This change is a possible indication that 
the severe shortage of clerical workers which existed in 
the post-war period has been at least partially alleviated. 

Comparison figures were taken from office salary 
surveys which NOMA conducts each year in cities 
throughout the United States and Canada. Between 
1947 and 1953, the rate of annual gain continued to 
get larger. However, in 1954, the gain was only about 
one-fourth of the tremendous clerical salary increase 
of the year before. The chart shows the salary trend 
in eleven different cities, based on averaged figures 
covering seven specific clerical jobs. 

During the years 1947 through 1950, there was a $2 
average increase over each preceding year. In 1951, 
the average clerical salary gain was $3. In 1952, the 
figures had jumped to $4. But in 1954, the average 
increase dropped to only $1. 

The percentages of increase varied widely in the 
cities studied. Calgary (Ontario) and Milwaukee were 
at the top, with clerical wages 70% higher today than 
in 1947. Atlanta was the lowest, with wages 39% 
higher. Despite these huge gains since 1947, the aver- 
age gain during the past year has only been 1.9%. In 
Atlanta, clerical salary rates have gone down 1.8%. 

NOMA also reported individual figures for the spe- 
cific office jobs used as the basis for the analysis. Ste- 
nographers and transcribing machine operators are get- 
ting 53% more today, compared to wages eight years 
ago. ‘Typists have increased their wages by 58%. Pri- 
vate secretaries have upped their salaries 66%. But, 
as has been noted, the trend is now toward a more 
stabilized wage at the present levels. m/m 
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Is all it takes to com- 
pletely revitalize your 
Apsco Pencil Sharp- 
eners with Apsco’s 
revolutionary new 
development, the 
“COMPLETE” 


CUTTER HEAD ASSEMBLY. 

Now, in one convenient, clean operation, office 
personnel can remove the worn, dull cutter head 
and replace with the new. Ask your stationer for a 
demonstration, then order and stock an adequate 
supply for quick, easy replacement. 


Specify, too, Apsco Pencil 
Sharpeners, Staplers, and 
Punches. It costs less to buy 
the best. 





Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 


(Circle 405 for more information) 














X oa NUMBERED —— 


Rie pu oe 


say Sigg & ACCOUNTANTS 


“We're interested in records .. . 


accurate records that 


simplify depreciation of equipment for tax, insurance 
and accounting purposes. These attractive, easy-to- 
read tags eliminate reporting errors. To say that 
they've paid for themselves is an understatement.” 


Attractive 


“OUT- FRONT” 
Property Tags 


that She kf 


WRITE TODAY for 
samples and FREE book- 
let, “HOW TO PER- 
FECT PROPERTY CON- 
TROL.” 


MEMORIAL 
HOSPITAL 





SOLVENT-ACTIVATE 
ADHESIVE BACKIN 


(No Screws, Tacks or Tools) 


“SERIALLY NUMBERED AUTO- 
GRAPHS" are produced from lustrous 
.016” Satin Aluminum. They're much 
more durable than foil or paper labels 
. « « more impressive and easier to 
mount than _ conventional “tags.” 

Mount them in seconds on _ both 
smooth and crackle finish surfaces. 
Simply brush solvent on the adhesive 
backing and press into place with 
your fingertips. You'll like the legible 
black numbers and colorfully litho- 
graphed copy. 


METAL Laff nc 


MASON CITY, IOWA, U.S.A. 


ag 
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Thought Starters deal with a 


starters 


“practical solution to a management problem.” The 


Editor invites contributions—which are paid for at our normal space rates. 
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Inter-plant teletype effects 
one-day delivery on orders 


Philip A. Beckley 
The Trane Company 
La Crosse, Wisconsin 








In streamlining our order-handling 
procedure, we gave particular emphasis 
to accelerating the processing of stock 
orders. The objective was one-day ship- 
ment on packaged stock units. Also, 
since about 35% of our orders are for 
repair and service parts, it is essential 
that prompt service be given on worn 
parts or equipment breakdown. 

The main obstacle to speeding up 
shipment of stock orders and _ service 
parts was the distance of about two 
miles between the Order Department 
and the plant. The usual difficulties of 
inter-plant communication existed. To 
bridge 


this distance, teletype machines 
Asa 
result, the majority of stock and parts 
orders are shipped either the same day 


were installed to transmit orders. 





ABOVE: Translucent master order is typed and fed 
into sending machine. BELOW: Simultaneously, 
an identical order set is produced on receiving 
machine located in the factory. 
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or the following day. 
the system works like this. 


received, 

Brierly, 
After the assignment of order numbers 
and securing approvals of credit, traf- 
fic, and sales tax personnel, the orders 
are ready for typing. Rather than use 
the conventional, multi-copy, 
order forms, the order is produced on a 
single translucent master order which 
is fed into a teletype-sending machine 
in a continuous form, Simultaneously 
with the typing of the master, an iden- 
tical eight-copy factory order set is pro- 
duced on the teletype machine in the 
interleaved 


typed 


factory. These sets, with 
carbon, are also continuous form. Vari- 
ous colored copies serve as packing list, 
stock requisition, shipping notices, and 
necessary file copies. 

One man in the Production Control 
Department is assigned solely to the 
job of expediting these orders, and in 
a matter of minutes after an order is 
received in the Order Department, it 
can be transferred to the proper stock 
locations. The equipment is then on its 
way to the shipping room. 

Opon shipment, one of the shipping 
notices returned to the Order Depart- 
ment releases the translucent master 
from the file. After assignment of the 
invoice number, this master is used for 
producing the required invoice copies 
by means of a photocopy process. 

Orders transmitted before noon are 
In fact, 
4% of the scock orders received 


usually shipped the same day. 
about 76°‘ 
are usually shipped within a one-day 
period. The remaining ones are gener- 
ally those that must be held up because 
of some discrepancy in credit rating, or 
which 
must be cleared before the order can be 
released from the plant. 


specifications of the product, 


1/4. 
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How to answer your mail 
quickly and efficiently 








The Mutual Life Insurance Com- 
pany of New York (MONY) answered 
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DITTO “i One Uhing & AVES SIMONIZ 





*This case history, taken from an impartial study, 
can easily be the story of your company . . 


“The Ditto order-and-invoice plan prevents errors 
because names, addresses, and items are written 
only once ... saves checking and correction time 

. speeds orders to shipping point and so speeds 
merchandise to customers. Ditto plan makes earlier 
payment of accounts receivable resulting in lower 





interest or carrying charges ... Now just 5 people 
handle what formerly took 15 typists and clerks. 
What is more, our improved forms cost less than 
those we used with bookkeeping machines ...” 
So writes, Mr. H. Carr, Controller, Simoniz Company. 


Let us show you, without obligation, how easily 
Ditto One-Writing System can be adapted to your 
company’s operation. Mail coupon or write us today. 


BBWVW BA BBEBRRASESTSEBERESEEE*’SLR EE EE |= BE SE FY, 


DITTO Inc.,618 S. Oakley Blvd., Chicago 12, Ill. 
in Canada: DITTO of Canada, Ltd., Toronto, Ontario 
In Great Britain: DITTO Britain Ltd., London, England 


At no cost or obligation, please send me more information on 
how you can save us money, time and effort with the DITTO 
One-Writing System for 


(Order Billing ()Production ()Purchasing-Receiving [JOther 9 


Sewaseesse_sessee 


(Payroll  [jinventory Control © [Hospital Admittance 
SE NE ic tvs pubs ke ¥s catalase toeia ienvn cade ka ks é 
EEE eee A AF ea ae 
aS ooo 00 sedan ee dca eeees ese cine eee 4 
8 A ae county...... SS ose tdanke # 


Beeeseseseessessesessssssuel 
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156,000 letters during 1954, and 98 pei 
cent of the replies went out within 
three business days alter mquiries were 
received. This ratio was the best on re 
ord since the company started a con 
respondence simplification program, A 
manual of guide letters and a system ol 
time contro!s are the basic tools of the 
letter simplification program. 

program was 


The = simplification 


started alter an opinion survey was 


taken among policyholders. Customers 


complained that they had to wait too 
long for a reply, that letters were too 
complicated, and that they often had to 
write again for an answer to an answer. 

Phe first step toward corrective el 
forts was to keep letters simple. A series 
of guide letters was drafted, techniques 
were polished, and weekly bulletins 1s 
sued, which featured helpful tips tor 
writers, 


correspondents, Thi lette) 


cued by the guides, found that they 


could do a faster job, in fewer words, 





POSITIVE RIGIDITY 











... recommended 
for all office 
machines... 
ESSENTIAL 
for 
electronic 
machines! 

















gee 4 holding them rigidly in place for accurate and 3oua9" tos. 
STAY RIGID trouble-free operation. Famous Cramer anchor- 

cups on each leg grip floor securely, and a 

handy lever releases the silent retractable 

casters for easy rolling of stand and machine 

when desired. Quality-constructed of square- 

tube steel with smooth tops of %” plywood 20” height: 
NEW LEAF LOCK designed to complement the decor of the ae" 


CANNOT RELEASE 


AOC MENTALLY modern office. 





LEVELING DEVICES 
ASSURE STABILITY 
ON ANY SURFACE 


ALL MADE BY 


"il 


KANSAS CITY 


OFFICE MACHINE TABLE-STANDS san 


Engineered to the rigid requirements of today’s 
complex office machines, these new Guardian 
table stands by Cramer of Kansas City safe- 
guard your investment in costly machines by 


( Made by the Makers of Cramer Posture Chairs | 


Ach your CGramn dealer Fa 


CRAMER POSTURE CHAIR CO. INC., 1205 Charlotte, Kansas City 6, Mo, 
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write Dept. MM 
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and with increasingly less need to ex 
plain the situation. 

lime control was the next step. Re¢ 
ords are kept for 21 departments and 
divisions, showing the date inquiries 
were received and the date answered. 
Mionthlv tabulations of these records: 

I. Create a healthy competitive at 
mosphere among the departments. 

2. Pinpoint areas where management 
can improve the work flow. 

3, Create an awareness among all em 
ployees in the company of the power ol 
the simple letter. 

The 1954 volume of 156,000 letters 
was nearly 30,000 below the high mark 
set in 1947. Figuring that an average 
letter costs the company $1.50 to write, 
the 30,000 reduction in correspondence 


constitutes a substantial savings yearly. 
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Telescriber speeds delivery 
of material from branch office 


Ihe home ofhce of the Prudential 
Insurance Company of America uses a 
telescriber to requisition insurance ap 
plications from a central filing division 
\bout 


1,500 requests are transmitted daily, 


located several blocks distant. 
with delivery of requested applications 
speeded by messenger pick-ups every 
half hour from the filing division. 
The request for the application is 
recorded by the telescriber on a strip of 
paper long enough to be used as a 
charge slip in the file. This is accom 


plished by havin the continuous roll 


1g 
of paper on the receiving machine ad- 
vance six inches with every depression 
of the spacing key on the sending ma 
chine. ‘To speed the work of the file 
clerks, certain items of information are 
written in the same position on every 
request. These positions are fixed by 
cut-outs in a metal mask which is placed 
over the writing area of the sending 
machine. 

To cut down on writing time, a code 
is assigned to each individual who re- 
quests applications. Instead of writing 
out his name, division, and section, a 
requester might, for example, write 
25-1-F. This would indicate that the 
application is wanted by the Under- 








writing Division (25), 


Inspection Sec 
tion (1), and that the name of the 
requester is Fielding (Ff). This coding 
has greatly facilitated and speeded the 
flow of information through the tele 


scriber system. 


SP i 
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Firm substitutes phone order 
service for retail outlet 


\ Chicago retail firm grossing more 


than $1,000,000 annually switched its 


downtown outlet entirely to a_ tele 
phone operation. The move was made 
by Otis and Lee, Inec., retail liquor 
merchants, based on the growing trend 
toward telephone sales in large cities. 
Phe change entails closing their only 
downtown store and increasing phone, 
warehousing, and delivery service. 
More than 90° 


business is by phone at present. Ex 


ot the company’s 


tensive national brand advertising by 
manufacturers and = distributors has 


been a major stimulus toward tele 


phone buying. Customers know what 
they want and find it easier to call than 
to travel downtown. Also, telephone 
ordering eliminates customer need to 
carry their purchases with them. 

Savings in rent will be used in ex- 
panded advertising, more efficient de- 
livery, and to reduce prices in ordet 
to better their position in the highly 
competitive retail field. 
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Costly fire shows importance 
of good record protection 


Proper record protection saved vital 
documents from being burned in a 
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You Get Things Done With 
Boardmaster Visual Control 











* 
5 NN iy Stet 
te iss Nr 


vy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

yw Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4g50 including cards 


24-Page BOOKLET NO. M-1I00 
| FREE Without Obligation 


Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 
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TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 


ECONOMY, 
SYSTEM, 
SAFETY! 


<< 
> 


STORAGE BOXES 





Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty’s storage system assures /fast- 
finding of any record. Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes. 


Sold by leading stationers. 


Send today for FREE catalog picturing 
and describing economical record storage 
products for every business. 


BANKERS BOX COMPANY 


720 S. Dearborn Street * Chicago 5, Ill. 
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$3,000,000 blaze which destroyed three 
blocks in the business district of Win- 
nipeg, Canada. 

The Time office building, housing 
many law firms, real estate agents, and 
finance companies, was totally de- 
stroyed. Many of the tenants had no 
hope of recovering any of their im- 
portant documents and records. Sev- 
eral firms, however, had protected their 
documents and records in modern fire- 
resistant equipment. 

The law firm of Sokolov and Wolin- 
sky reported that its insulated records 
container was retrieved alter being 
buried for five days. When it was 
opened, a large amount of cash, in ad- 
dition to ledgers, leases, titles, and 
deeds, were found in perfect condition. 

In the same fire, the People’s Fi- 
nance Company reported that its fire- 
resistant safe, containing half a million 





dollars in chattel mortgages and notes, 
was recovered intact, with all docu- 
ments in excellent condition. 

For more information, circle number 


534 on the Reader Service Card. 
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Religious services for 
workers during lunch hour 


Employees of Servel, Inc. hold re 
ligious services twice a week during 
their noon lunch hour. In order to at- 
tend services, held trom 12:30 to 1:00 
p.m., employees voluntarily give up 
part of their lunch hour. Services are 
arranged for the workers by the Servel 








You can mail more photocopies on 
“Photo-Writ” W for a 3° stamp 


You can cut the cost of mailing pho- 
tocopies by making them on light- 
weight Du Pont Photo-Writ® sur- 
face W. Six letter-size copies on 
“Photo-Writ” W (right) weigh less 
than an ounce! Same number of 
photocopies on conventional paper 
(left) cost twice as much to mail. 
Files and folders will hold up to 
60% more photocopies on “Photo- 
Writ” W, too. This extra-thin photo- 
copy paper can save you many dol- 


DU PONT 


“PHOTO-WRIT" W 


&E6.U.3 Pat Off 


BETTER THINGS FOR BETTER LIVING 
..» THROUGH CHEMISTRY 


(Circle 416 for 


lars’ worth of expensive storage space. 

Want more information on space- 
and postage-saving “Photo-Writ” W? 
Mail the coupon below for the free 
booklet “Du Pont Photographic Re- 
production Papers.” It contains 
“how-to-do-it” data on all Du Pont 
photocopy products. E. I. du Pont de 
Nemours & Co. (Inc.), Wilmington 
98, Delaware. In Canada: Du Pont 
Company of Canada Limited, Mont- 


real. 


E. |. du Pont de Nemours & Co. (inc.) 174 
Room 2498 Nemours Building 
Wilmington 98, Delaware 


[] Please send me the free Du Pont booklet 
“Du Pont Photographic Reproduction Papers’’ 


[] Please have your Technical Representative call. 


Firm 
Street 


City State ae 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| Name 
| 
| 
| 
| 
| 
| 
| 
‘ 
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At today’s salaries, folding by hand 
is a high-cost operation in any office. 

Even if hand-folding letters, forms, 
bulletins, mail enclosures, takes only a 
few hours a month, you'll welcome this 
new Pitney-Bowes Folding Machine. 
And the girls in your office will bless 
you for it! 

Little larger than a typewriter, the 
FH costs less—but folds far faster than 
anybody can by hand—double-folds 
letter sheets up to 5000 an hour. 

The FH can be set to do any folding 
job in less time than you can tune your 
TV set. Simply slide two knobs along 
. an inch scale to the widths of folds 
wanted. It’s practicable, anybody in 
your office can use it—even you! 

The FH is electrically driven, has 
semi-automatic feed. (Automatic 
feed optional at slight extra cost.) 
1 ae ea ae Light and portable, it can be moved 
than a typewriter! easily and used anywhere. 

It makes eight different folds—in 
sheets from 3 by 3 inches to 14 by 8% 
inches, and will fold stapled sheets. 

In even small offices, the FH quickly 
pays its way, and increases the output. 
Call the nearest Pitney-Bowes office for 
a demonstration. Or send the coupon 
for a free illustrated booklet. 





The larger FM, fully 
automatic folds up to 
19,000 sheets an hour. 


PITNEY-Bowes, INC. 
4534 Pacific St., Stamford, Conn, 





Send free booklet on 


PITN EY- BOW ES | Folding Machine to: 
Folding Machines | Xam 


lv 














Made by Pitney-Bowes, Inc. ... originators Firm 
of the postage meter ...94 branch offices, 
with service in 259 cities in U.S. and Canada, Address 
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Bible Club, which is inter-denomina- 
tional. Organized six years ago, its ac- 
tivities are controlled entirely by mem- 
bers of the employee group through 
elected officers. 

The Club is supported by the Servel 
Employees Association and various wel- 
fare activities for Servel workers. Fre 
quently, ordained churchmen or guest 
lay speakers are invited to conduct the 
services. When a guest is not scheduled, 
the meetings feature short discussions 
on the Bible or related subjects, and are 
conducted by one of the members. 


4 Ae 
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How photocopying saves 
the Air Force $96,000 annually 


Mechanization is now enabling the 
U. S. Air Force’s Air Staff to lower 
management costs and speed paper 
work without increasing personnel. 
For example, in 1951 it took 27 days 
for the Personnel Records Service Divi- 
sion to process and clear the papers for 
an average airman about to be dis- 
charged for medical reasons. ‘Today, 
largely as the result of mechanized pro- 
cedures, the Personnel Service Division 
is completing the same operation in 
less than 5 days, at an average savings 
of $409 per man. 

In many respects, the basic problems 
faced by the Air Force are similar to 
those of private industry. Regardless 
of the number of papers involved, the 
Air Force must, of necessity, establish 
the most economical procedures for 
their paper work. In processing medi- 
cal discharge records, for example, the 
biggest bottleneck lay in the photo- 
graphic duplication of several forms 
where multiple copies were necessary 
prior to discharge. 

Records arriving from Air Force 
hospitals went through 52 separate 
steps. They were logged in, transported 
2400 feet, and logged in again at the 
photo-duplicating section: copies were 
made, logged out, carried back to the 
proper section, checked in, verified for 
accuracy, assembled, and the assembly 
checked, and so forth, before the 
processing was complete. 

Inherent in this record-keeping pro- 
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Now 
you can 


TAKE IT WITH i 7, He 
Ox xford Fil _ ims 


C3 rly" PENDAFLEX® 
HANGING FOLDERS 
EXECUTIVES: Your stylish ‘“‘traveling 
office’, for reports, letters, minutes. 
SALESMEN: Carry price books, photos, 
testimonials, samples, other sales data. 
HOME “MANAGERS”: Perfect for household 
papers—bills, budget, taxes, insurance. 
Made of lightweight steel, tan finish. 
Brass lock, leather handle, piano-hinge. 
Holds 25 Pendaflex celluloid-tab hang- 
ing folders, which can’t slump or sag. 
Clip for free catalog, name of dealer. 
Oxford Filing Supply Co., Inc. 
23 Clinton Road Garden City, N.Y. 


(Circle 443 for more information) 











RITE-LINE COPYHOLDER 





Promotes Accuracy = Increases Production 


PRICE INCLUDING $ 
NEW TELESCOPIC 
EYEGUIDE 7 5 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
fape to 20 inches. 








WW" 











EYEGUIDE CONTRACTED 





20" 


~ Pi, ut a 
EYEGUIDE EXTENDED 














FREE TRIAL OFFER Write, asking us to send you @ 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 

4209 39th Street, N.W. 


RITE-LINE CORP. Washington 16) D.C 


(Circle 455 for more information) 
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wo USE 
LOOKING, 
OSCAR u YOU 
CAN'T SEE MY 
PAYCHECK 

THROUGH THIS 


“OUTLOOK” 
ENVELOPE! 






PAYCHECK “OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 

when wages are paid by 

OE check. Nothing shows but 
the employee’s name. This 


improves personnel rela- 


tions. 
Ly) Send for Samples 


and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 









(Circle 442 for more information) 


a Graffco signal 
for every filing need 
Crimpgraf 


Transparent Signals 


for Protected 
“Visible” Cards 
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Nu-Vise Metal “Projecting 
_ Signals for a Records 
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Nu-Viz Metal Signals 
for “Visible” Records 








Cellugraf anal Signals 
for “Visible” Records 








See your Office Supply Dealer 


GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Mass. 

(Circle 425 for more information) 
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cedure was the continual possibility of 
human error at points where transcrip- 
tion of data was involved. Because the 
process was so cumbersome and slow, 
the area was one where the Air Staff 
realized mechanization might well 

crease efficiency and cut costs. They 
decided the problem lay in their pho- 





techniques, so 


to-reproduction they 


sought faster duplication equipment 
which could be placed in the records 
section itself. This would eliminate 


multiple handling procedures and the 
need for transporting papers long dis- 
tances. ‘They machine 
which enabled them to produce a pho- 
tographically exact duplicate of any 


chose a new 


paper in only 45 seconds, could be 
operated by anyone, and occupied no 
more desk space than the average type- 
writer. It thus eliminated the previous 
transportation, checking, and multiple 
handling of papers. 

In the first months, the Air 
Staff estimate they saved $56,000. ‘To- 
day, they estimate a labor savings for 
the current year at $96,000. 

In addition to the photocopier, the 
Air Staff is utilizing many other types 
of mechanized equipment, including 
automatic typewriters, automatic sten- 
cil-making equipment, and other ma- 
chines in order to achieve more efficient 


operative procedures. 


nine 
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Chronological filing helps 
locate vital correspondence 


Michael Feigin 
Creative Age Corporation 
New York, New York 
Our management consultants are in- 


sisting that our clients have a chrono- 


logical file system for correspondence, 
They have shown that a single letter 
found through this system can often 
pay the cost of a year’s operation. 
The chronological file should not 
necessarily be the first place to look in 
a search for back correspondence, but 
the insurance value of such a file is 
tremendous. Consider the number of 
times the approximate date of a letter 
is known, but the names of individuals 


and organizations of letters filed are no 
longer remembered. 

The system is so simple that it al- 
most eliminates the human element 
that enters into most misfiling situa- 
tions. The employee attending to the 
chronological file can be a lower paid 
worker than personnel usually con- 
cerned with filing the customer and 
client correspondence. 

The chronological file is not likely 





One Girl 
Four Hours 
Hand-gathering 

Method 














One Girl 
Four Hours 
With a 
Thomas Collator 











When 1 girl does the work of 5, it’s 
easy to see why it pays to assemble 
sheets into sets with a Thomas Collator! 
And what’s more, she can gather sets of 
2 to 32 pages in one quick operation 

. without error, without confusion. 

A Thomas Collator also ends the 
chore of chasing around from depart- 
ment to department to round up help. 
And it beats those last-minute deadlines 
with time to spare! Wide selection of 


e 





From Table Top to Tandem 








155 Sales & Service Offices from Coast to Coast 


there’s a model to suit your need. § 50 Church St., Dept. D, New York 7, N.Y. 


Paper Work Stacks Up in Your Favor 
WHEN YOU USE A THOMAS COLLATOR! 


models that can accommodate every size 
sheet from 3” x 8” to 19” x 24” — 
whether it be price list, sales bulletin, 
house organ directive or any one of 
101 different jobs. 

If you're interested in saving time 

. building up efficiency by 500% .. . 
and getting rush jobs out without rush- 
ing, write us for free informative litera- 
ture plus a helpful collating analysis 
sheet. [© TC. 1955] 


. ft; ee Collators, pa 


Specialists in Paper Gathering 


- 


aca: 
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A TYPICAL EXECUTIVE OFFICE— 
showing some of the more than 5,000 lineal 
feet of Mills continuous convector enclo- 
sures and custom bookcases used through- 
out the El Paso Natural Gas Co. building. 


Write for the informative 68-page 
Mills Walls Catalog—it’s a prac- 
tical workbook on Space Control. 








The El Paso Natural Gas Co., El Paso, Texas. Carroll and Daeuble, Architects 


Mills Movable Walls keep office layouts 


permanently efficient with C2pace Control 


The El Paso Natural Gas Company promotes efficiency and 
morale in its new headquarters building by providing its em- 
ployees with pleasant, business-like surroundings and well de- 
signed offices. Space Control, assuring permanent efficiency of 
office layouts, has been achieved through the use of more than 
two miles of Mills Movable Walls to form these modern busi- 
ness interiors. Whenever changes in space requirements occur 
these walls can be rearranged to fit new layouts quickly, easily 
and at very low cost —usually overnight or during a week end. 
Fully insulated and soundproofed, Mills Walls are unexcelled 
in architectural design and structural stability—and they re- 
quire no maintenance whatever, except occasional washing to 


keep them looking always their efficient best. 


THE MILLS COMPANY, 960 Wayside Road, Cleveland 10, Ohio 





(Circle 437 for more information) 








to fall behind if the following two 
procedures are used: 

1. Letters of one day are attached 
and at the end of the month they are 
filed together. 

2. The copy that is destined for the 
chronological file is on a different color 
paper so it can’t possibly be misfiled. 

A large law firm claims that chrono- 
logical correspondence files have saved 
the company $50,000 in four years. 


lA 


Work clothing dispenser 
saves time and boosts morale 


Off-the-payroll time which must be 








spent in the plant is a source of dis- 
satisfaction in the working force. In in- 
dustrial operations where the company 
supplies uniforms or work clothes to 
their employees, a new work clothing 
dispenser eliminates most of the time 
formerly consumed in the exchange of 
uniforms. Each worker returns his 


soiled clothing to his own locker for 


pickup by the laundry service, and his 
fresh uniform is waiting for him upon 
his return to work. There is no need 
to stand in lines during coflee breaks, 
lunch hours, or after hours. 

The pharmaceutical firm, Sharp & 
Dohme, faced a problem with 200 em- 
ployees in the packaging department 
requiring a change of garments every 
two days, The standards of the or- 
ganization required that the employees 
continually wear clean garments. As a 
result of this new system, they are cut- 
ting wasted time, lowering costs, and 
have given a definite boost to morale. 

For more information, circle number 
536 on the Reader Service Card. 
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THE MANAGEMENT METHODS 





work 
center 


ee 


.. men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“integrated office 
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How to choose the best traffic mover for you 


FLOOR 





3 ways to handle ro 


ommmmmmmmmmmmms The three traffic 
“movers” in office buildings are stair- 
ways, escalators, and elevators. Specific 
situations determine which of these 
three methods are best to facilitate and 
control trafic, While there is room for 
personal preference in the choice, of 
equipment, each method does have 
some particular advantages in a given 
situation. The following case histories 
detail the types of installations made 
by three companies, and explain the 
reasons governing their choice. 


Using a stairway 


Every office building, regardless of 


ESCALATORS: 


traffic 


FLOOR 





other facilities, has a stairway. In al- 
most all cases, this is merely a poorly 
located means of going from floor to 
floor, or a fire exit. In specialized cases, 
however, an internal stairway can speed 
the flow of traffic. The “divided” office 
—one on two floors — presents such a 
specialized traffic problem. 

A solution for this situation, evolved 
through careful planning, is found in 
the offices of the Rayonier Corporation 
in New York. Here, the disadvantages 
of doing business on two floors has 
been turned to advantage by the clever 
use of a private stairway to link work 
centers on different levels. The mail 


and file rooms on the lower floor, which 
generate considerable trafhic, have been 
placed near these stairs to speed deliv- 
ery to offices on both floors. The recep- 
tion area, on the upper floor, acts as a 
hub, with direct access to the executive, 
sales, and engineering offices on the 
same level, and contains the stair well 
giving it access to the floor below. The 
internal stairway, in this special situa- 
tion, proved to be the key to efficient 
and speedy traffic between executive 
and service departments, 


Using an escalator 


To solve their traffic problem, a 


One of the fourteen escalators handling all passenger traffic in a five-story office building. 
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EXECUTIVE 








Luxurious propor 


$197 25 


65 executive posture chair 
tions. Deep foam rubber cush 


ions. Designed for the top man. 














CHECK THIS 
GUIDE TO 
CHAIR STYLES 


SPRING-BACK CHAIRS 


57-S is typical of the Harter ““Comfit’’ line that 


also includes saddle seat styles and $ 52 75 


models with tubular steel bases. 


SALES CHAMP 





A RS aa ee ER IY 


C-1500 swivel armchair. More executives have 


found comfort in this than any other $8] 50 


office chair. Clean masculine lines. 


SWIVEL ARMCHAIRS 





1800B exccutive swivel armc hair 


need for low price with full meas- 


Answer to the 


$6400 


ure of traditional Harter quality 


This is just a sampler! 


There's a Harter Model for 
every office chair need! 
Matching side chairs are avail- 
able for use with all Harter 
executive swivel armchairs. 


RIGID-BACK POSTURE CHAIRS 


26 secretarial posture chair. Easy h2edwheel con- 
trols. Quality construction at only $2690 


All prices slightly higher South and West 


Wi HARTER 


STEEL CHAIRS 





a NEW informative booklet, ‘‘Pos- 

ture Seating Makes Sense,”’ 

tells what you want to know about 

modern executive seating for efh- 
ciency, comfort and good health. 





ee ee 
Harter Corporation 
406 Prairie St., Sturgis, Michigan 


Send illustrated literature and name of nearest 
Harter dealer: O ‘‘Posture Seating Makes Sense”’ 
—Executive Chairs, 0 Reception Room, Confer- 
ence Room Chairs, O Stenographic Chairs. 


Name 
Address 


os State 
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STAIRWAYS: This internal stairway joins both 
floors of Rayonier Corporation's two-floor office. 


manufacturer in Alabama — installed 


fourteen escalators in the five-story 
building occupied by their general of- 
fices. The escalators are arranged in two 
groups (at different ends of the build- 
ing) and handle all passenger traffic fon 
over 1,330 persons. 

A survey conducted by the company 
disclosed a completely free flow of trat- 
the 
peak hours. At the evening peak, ton 
example, practically all the traffic is 
handled in about six minutes, though 


fic without congestions, even at 


there are no passenger elevators, 
Employee reaction to the use of es- 
calators has been entirely favorable 
and there has been no evidence of per- 
sons reluctant to use them. 
The that 


have filled their needs more efficiently 


company feels escalators 
than elevators because: 


1. They 


“waiting” time. 


have eliminated wasted 





2. They operate unattended and, there- 
fore, achieve lower operating costs. 

3. They use less power than elevators. 
4. They are versatile and can be ad 
justed to accommodate peak traffic in 
either direction. 

5. They have a high capacity and can 
handle as many as 8,000 persons per 
hour, far in excess of expected traf- 
fic in this building. 


Using an elevator 


More than 90°. of all elevators sold 


today are designed to function auto- 


( 


matically and without attendants. 
Many of these elevators are being in- 
stalled in older buildings. For example, 


New Yo k 


24-hou 


the Telephone Company 


needed service in its 17-story 
building in lower Manhattan. They re- 
placed five service elevators with fow 
operatorless ones to handle require- 
1,300) daily 


cars. is’ lo 


ments of approximately 
The bank ot 


cated in a row along the back of the 


passengers. 


entrance lobby from where it is im- 
mediately visible and accessible. 

Most of the regular passengers pre- 
fer self-operated cars. Service costs for 
the four elevators have been reduced 
by approximately $32,000 a year. This 
savings in personnel and fringe costs 
can pay for the cost of the system in 
just several years, 

At a different location, the same com- 
pany will now make use of a unique 
feature “automatic traffic pat- 
tern.” The elevators will be able to in- 
stantly 


called 


and automatically detect all 
changes in 
the eficient method of 


operation. They will “think” 


trafhc, and electronically 
select most 


and act 
































ELEVATORS: The automatic traffic pattern controls elevator activity throughout the day. 
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independently of human touch with 
only one exception: the passengers 
select their own floor. 

During early morning hours, when 
the building is empty and the elevators 
are idle, their motor generator sets shut 
down to conserve power. One elevator, 
its doors open, stands ready to receive 
passengers, As the rush begins slowly, 
the waiting elevator goes into service 
first. Its motor generator set starts auto- 
matically, alerted by the first passenger 
to press a button. As traffic further in- 
creases, the automatic traffic pattern 
shifts from “night and holiday” traffic 
to “up-peak.” Then two cars operate, 
then three, then four, until finally the 
entire bank of cars is pressed into serv- 
ice, automatically. 

When the upward surge is over, the 
cars again switch their pattern of oper- 
ation, this time to “off-peak balanced,” 
or two-directional. Cars space them- 
selves at regular intervals in the ele- 
vator shafts, serving each floor with the 
best possible regularity and frequency. 

At lunch time, an electrical impulse 
changes to “off-peak heavier down.” 
Cars now space themselves in a pattern 
that handles passengers going down 
to lunch. After lunch, the cars switch 
to “off-peak heavier up,” to accom- 
modate the returning building tenants. 
Then, as traffic begins to level off 
again, the automatic traffic pattern 
moves into the “off-peak balanced” 
position. This handles normal up and 
down traffic during the remainder of 
the day. At quitting time, the cars 
switch to “off-peak heavier down,” and 
gradually to “down-peak.” During these 
two periods, most cars are waiting at 


This is the bank of automatic, operatorless eleva- 
tors in the New York Telephone Company building. 
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NOW Airtemp Air Conditioning means more efficiency in Helga ial 3) 


















Airtemp gives offices 


a choice in Super-Quiet 
air conditioning 





waterless (air-cooled) if water is a problem 


water-cooled if desired 





Offices benefit by air conditioning in many important 
ways. Working in the comfort of cool, crisp air, your 
employees will be more efficient, with a resulting 
decrease in costly errors. Staff morale will be improved 


to the point that turnover will be reduced. Because 
ag! | ir-cooled) Packaged ; : 
ee ‘ dust and dirt are shut out, less cleaning and redeco- 
5 HP e ad Pecheniad Ak € rating will be required to keep your office sparkling 
.P. water-cooled Package ir Con- 


ditioner, one of 6 models. 


bright every working day. 


Airtemp air conditioning, both waterless (air-cooled) 
and water-cooled, is designed to operate quietly and 
efficiently for years. In fact, the refrigerating system of 
these air conditioners is warranted for 5 full years. 
This is only one of many reasons why we build more 
Packaged Air Conditioners than anyone else. We have 
a nation-wide factory-trained service organization ready 
to serve you if necessary. Phone your Airtemp dealer 
today—he’s in the Yellow Pages—you'll get a better 
price before hot weather arrives. Or write Airtemp 
Division, Chrysler Corporation, Dayton 1, Ohio. 








DIVISION OF CHRYSLER 


AIR CONDITIONING e HEATING FOR HOMES, BUSINESS, INDUSTRY 


(Circle 407 for more information) 
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Chatter can be controlled... safely... 


Fire-safe Fiberglas Ceilings absorb up to 80% of office noise! 


You may never realize how much noise costs your business 
until you install a ceiling of Fiberglas* Sound Control Prod- 
ucts and see how they improve efficiency all along the line. 
Costly errors and misunderstandings are reduced. Absenteeism 
drops. Employee morale rises. Production increases, 


Fire-safety with beauty! No matter which of the many at- 
tractive Fiberglas Sound Control Products you choose, you 


MANNIE. 











\} \ : ii 
. Wah \ i Mas \\ 
Stria Acoustical Tile, one of the many attractive Fiberglas patterns, lends 
itself to the design of a wide variety of ceiling treatments. 


(Circle 444 for more 
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get certified fire-safety. Fiberglas Acoustical Tiles are rated 
incombustible by the Acoustical Materials Association and 
bear the Underwriters’ Laboratories label. 

Permanence at lowest cost! Fiberglas Sound Control Prod- 
ucts are light, yet rigid. They can’t shrink, warp, sag or rot. 
Yet despite their long, trouble-free life they provide the lowest 
cost fire-safe ceilings on the market today 1 


Send for free booklet on Office Quieting! “Zhe Ceiling That 
Cuts Overhead” shows how effectively Fiberglas Sound Control 
Products can transform noisy, inefficient offices into pleasant, 
quiet, attractive rooms. Write for your free copy now! Owens- 
Corning Fiberglas Corporation, Dept. 174-D, Toledo 1, Ohio. 


*Fiberglas, Sonofaced (Reg. U.S. Pat. Off.) Stria and Noise 
Stop are trade-marks of Owens-Corning Fiberglas Corporation 


OWENS-CORNING 


FIBERGLAS 


SOUND CONTROL PRODUCTS 


¢ Textured, Perforated, Sonofaced*, Stria* Acoustical Tile 
¢ Textured, Sonofaced Ceiling Board, Noise-Stop* Baffles 
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the upper floors. At night, the auto- 
matic traffic pattern has switched back 
to “night and holiday” operation. 
Other factors which favor the new 
operatorless elevators are: 
1. Speed is increased: elevators travel 
at a rate of 800 feet per minute. Doors 
close immediately after the last pas- 
senger has entered or left, greatly re- 
ducing wasted time. 
2. Passengers are pleased with the way 
doors will not even begin to close on 
them until they are safely in or out of 
the elevator cars. 
3. Capacity is more than sufficient to 
handle any passenger requirements. 
Each car has a maximum capacity of 
18 passengers. The system can handle 
up to 1,000 persons to or from all floors 
in less than 10 minutes. m/m 


Materials 
handling 
modernization 





Conveyors speed work flow 
in receiving department 


es \fodernization was 
urgently needed in Gimbels Philadel- 
phia Receiving Department, where an 
antiquated table operation was proving 
inadequate for the heavy flow of goods 
to the store’s many departments. De- 
tailed schematic drawings were pre- 
pared and the necessary materials were 
calculated down to the last inch of con- 
veyor. Because of the thoroughness of 
the preliminary plans, the project was 
completed without any waste in both 
time and money. 

Horseshoe-shaped distribution line intersects 
at right angles with 16 marking lines at left. At 
each intersection, foot-operated, ball-bearing, 


transfer tables can be elevated in order to transfer 
merchandise marking lines. 





methods 








In loop enclosed by distribution lines, marking 
supervisor (1) prepares string tickets. From this 
vantage point she can assign merchandise to any 
of 16 available marking lines. Head marking super- 
visor stands at foot-operated ball bearing transfer 
table (2), which permits her to turn pallet side- 
ways for transfer from 30"-wide distribution line 
to 18''-wide marking lines. Aluminum aisle gates 
(3) can be raised with ease. Marking machine is 
mounted on a wheeled table (4) that can be 
moved about as needed. 

Gimbels’ modernization is simple in 
conception and in execution. A con- 
tinuous combination of skate-wheel and 
gravity conveyors is used to move mer- 
chandise logically, from receiving to 
checking to marking stock. Completely 
symmetrical, the layout includes a 
horseshoe-shaped distribution line en- 
closing ten 16-foot checking lines, five 
located on each side. 

Inside the curve formed by the dis- 
tribution line, marking supervisors 
work at tables, preparing handmarked 
tickets in advance, and assigning goods 
to the proper lines for marking. All 16 
lines are “gravity-powered” for the first 
30 feet, and level for the last 20 feet 
where the markers work. Eight center 
lines are reserved for machine marking, 
while four outer lines on each side are 
used for hand-marked goods. A take-off 
line connecting the ends of the lines is 
adjacent to reserve stockrooms. 

Widths of the conveyors vary: check- 
ing lines are 18” wide; distribution 
lines, 30” wide. At each intersection, 
transfer tables not only adjust to the 
height of the next line, but permit the 
2’ x 3’ pallets to be swung around so 
that they fit with the greatest economy 
of space, and so that labels on mer- 
chandise will always remain visible to 
the next operation. 

Gimbels has found that its invest- 
ment in new equipment has definitely 
paid off. Jobs get done faster and with 
less fatigue. Centralized supervision of 
marking and checking has speeded up 
the work and has also reduced errors to 
a minimum. m/m 
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Exclusive Built-In 


% 


Comfo rtimer ... sets a new standard of 


Convenience and Economy 








New PHILCO Air Conditioner 


Turns ON and OFF Automatically 
at Any Pre-Set Time 


For the first time, an advanced design room air conditioner that 
turns ON éefore you arrive, turns OFF after you leave. Just set the 
Comfortimer once for the entire season. Go to work each morning 
to a pre-cooled office or place of business. Leave at night without 
worry about turning the air conditioner off. You can’t forget it— 
it turns stse/f off. This new Philco cools only when you have need 
for cooling. No wasted electricity. Lower operating costs. 





Extra Skip-Day Switch for Week-Ends 


When you plan to be away for a day or week-end, 
the air conditioner can be set in advance to skip 
the desired time and start cooling just before you 
come back. New Philco Comfortimer models are 
available in % H.P. (85-M) and 1 H.P. (105-M). 


















































| PHILCO AIR CONDITIONER, Dept.N-4 
| © & Tioga Sts., Philadelphia 34, Pa. 
| Please send me, without cost or obligation, more details 
| on the Philco Air Conditioner with Built-In Comfortimer. 
| Individual = 
Solves Casement Window Problems Philco 2 H.P. Console | Company Nome 
Full capacity 4% H.P. air conditioner Extra capacity for cooling up to 1900 | 
is all inside the room. Nothing extends sq. ft. of room area. Perfect for | 
outside the building. Fits casement stores, shops or large offices. May Address _—_—_—_—__—— _ 
windows without cutting frames be installed with ducts to cool more | f 
or venetian blinds. Philco 284-M. than one room. Philco 1204-K. | City —______ Zone 
Other Philco Air Conditioners available from 2 H.P. to 7'2 H.P. | County State 
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HAUSERMAN MOVABLE WALLS 


Pay a $14,958 Dividend 


TO THE SEIBERLING RUBBER COMPANY 


When the administrative office building of The Seiberling Rubber 
Company was built near Akron, Ohio, in 1945, Hauserman Movable 
Walls were installed throughout. Already, reallocations of office space 
have been required to accommodate additional employees and 
changing work routines. Result: Savings of $2,273 over comparable 
tile and plaster wall remodeling costs. 


Even more important, however, are the $12,285 maintenance savings 
since 1945. These substantial savings were made possible through 
the elimination of repainting expense. Just routine washing preserves 
the beauty of the exclusive Hauserman lifetime wall finish. 


There will be more floor plan changes at The Seiberling Rubber 
Company as time goes by, and Hauserman walls will be moved quickly 
and economically to meet changing needs. Of course, maintenance 
dividends will continue, too. Isn’t there an idea here for you? 


Vauserman 
tovable Grillriors- 


Provide Earlier Occupancy + Fire Resistance » Sound Control + Utility Access 
In Offices » Laboratories + Hospitals + Industrial Plants 


PES eS ee 


THE E. F. HAUSERMAN COMPANY 
7352 Grant Avenue * Cleveland 5, Ohio 


Please send your free booklet to: 


Name 





Company 





__ Zone Stale... 
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THE MAN 
Russel Wright 


THE COMPANY 
Russel Wright 


Associates 


MR. RUSSEL WRIGHT is one of the 
country’s best-known industrial de- 
signers. The nature of his work 
makes demands, insofar as_ office 
space is concerned, that are hardly 
typical of other executives in more 
conventional business fields. But 
the design of his office suite does 
include some straightforward and 
efficient solutions that possibly can 
be borrowed by other executives. 

The Wright offices are in a re- 
converted brownstone in New York 
City. The designer’s “private” of- 
fice is at the far end of a studio- 
workshop occupied by several of 
his associates. Actually, it provides 
very little true privacy, a function 
which is assigned to the conference 
room. In compensation, however, 
it affords ready accessibility to the 
drafting tables used by the staff. 
Six-foot high windows allow an un- 
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interrupted view of the garden, to- 
gether with excellent light. Special 
lighting fixtures over his work area 
may be adjusted by a pulley ar- 
rangement to suit the varying needs 
of the diversified work he performs. 

One wall serves as storage space, 
carefully planned so that supplies, 
tools, material, files, etc. are within 
easy reach of the entire staff. 
Another wall utilizes perforated 
board for flexibility in hanging pic- 
tures and art objects. 

The conference room, while pri- 
marily used for presenting designs 
to clients, is also used by Mr. 
Wright for dictating special re- 
ports, and for various meetings es- 
sential to the operation of his or- 
ganization. One entire wall, of 
translucent glass, leads to the recep- 
tion room. A low, black, formica 
table in front of the sofa has a 
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double top which may be extended 
to twice the width shown. It is also 
hinged along one side so that the 
top section may be raised in three 
different positions during confer- 
ences. Designs may also be dis- 
played on top of built-in cabinets 
along the wall. m/m 
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you'll find GLOBE-WERNICKE office equipment everywhere ! 


The most advanced metal office desk in America— 
that’s the perfect description of the famous G/W 
Streamliner Desk. It’s the popular choice of dis- 
criminating executives and professional people 
who want only the best. As handsome in the ex- 
ecutive suite as in the general office, the Stream- 
liner is engineered for maximum work output... 
designed for complete comfort and ease of opera- 
tion. Streamliner desks and tables are available in 





76 different models with a wide selection of beau- 
tiful colors. Such advantages as nylon drawer 
glides for silent sliding, complete sound insula- 
tion, and the quiet, easy operating Arc-Swing 
typewriter mechanism make the G/W Streamliner 
the most adaptable desk for your needs. For a 
complete demonstration see your G/W dealer. 
He’s listed in the “Yellow Pages” of your phone 
book under “Office Furniture”. Or write us direct. 
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CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 
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| tows CAMGON 
|; AIRTUBE SYSTEM 





Cuts Paper Handling Time by 95% 
PAID FOR ITSELF WITHIN 1 YEAR! 


Swank, Inc., Attleboro, Mass., manufacturers of men’s jewelry, 
leather and other accessories, have cut credit checking time 
of orders from 2 or 3 hours to 3 to 5 minutes. The credit 
supervisor reduced her daily trips to customer service and 
billing departments by over 80%, One full-time and one part- 
time messenger have been freed for more productive work. 


A 3” Lamson Airtube System accomplished this saving in 
time and manpower. Transparent shell ‘carriers . . . with a 
10” inside length . . . give immediate recognition of contents. 
Engineered with simplicity, system consists of a central desk 
in customer service department with stations at the credit and 
billing departments. 


Paper work is now handled more rapidly, more efficiently and 
at less cost. Discover how a simple Lamson Airtube System 
can save you time, manpower and money. 


MAIL THIS COUPON TODAY: iy 


WJ REE RRRERRRERSSRCRRRERRERE RR RE Ree Ree Reece Reeee 
Lamson Corporation 

8724 Lamson Street, Syracuse 1, N. Y. 

Please send me a free copy of “On Target” which 
will give me complete information on Lamson 
Airtube Systems. 












Plants in Syracuse 


and San Francisco NAME TITLE 
Offices in Principal COMPANY . -- ---- 
ah ADDRESS aa 
> ) aa ON A Pes 
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New products 
for work center 
application 





New comfort standing mat 
reduces employee fatigue 


Especially suited to any type of busi- 


ness where employees stand at their jobs, 





a new matting reduces fatigue and injury. 

Ihe properties of the comfort mat in- 
clude: permanent resilience, high electrical 
resistance, and an almost impervious re- 
sistance to acid, oil, grease, and heat. The 
molded thread design on both sides makes 
it reversible and gives non-slip foot traction. 

For more information, write to the 
American Floor Products Company, 4922 
Wisconsin Avenue, N.W., Washington, 
D.C.; or circle number 547 on the Reade 


Service Card. 


Handsome mimeograph cabinet 
enhances office decor 

A new mimeograph cabinet emphasizes 
beauty as well as utility, with a two-tone 
leather finish resistant to alcohol and ink. 








The doors of the cabinet are operated 
by touch latches, and attached with full- 
length piano hinges. The inside storage 
shelf and the pull-out shelf extend the 
work surface, and four self-leveling feet 
may be adjusted to vary the height. 

For more information, write to the 
Bohn Duplicator Corporation, 444 Fourth 
Avenue, New York, N. Y.; or circle num- 
ber 549 on the Reader Service Card. 














OFFICE 
BACKACHE 


hurts the boss, too! 


It isn’t always easy to know whether 
an employee suffers from “‘office back- 
ache.” 

Here’s where a Do/More seating 
specialist can be of real help. A quick 
trip around the office, and he can spot 
which employees’ work output is being 
affected by “office backache” or other 
postural ailments. 

One employee may need nothing 
more than a chair fitting adjustment. 
Another may need a “talking to” on 
the importance of good seated posture. 
Still another may need a new chair 
that’s designed for the work being per- 
formed. Whatever the problem, this 
is a job for a posture specialist. Pioneers 
in posture seating, Do/More alone 
offers a complete service through field 
specialists. 

May we send you full particulars? 


Chairs shown are 
but two from the 
complete Do/More 
line described in 
new 1955 catalog. 
Ask for your free 
reference copy. 


Z 
DO/MORE® 


DOMORE CHAIR COMPANY, INC. 
DEPT. 405, ELKHART, INDIANA 
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key files alone, for instance .. . 


wouldn't give you effective key control. But a 
really ‘complete’ TelKee System would, be- 
cause only TelKee assures absolute control over 
all keys all of the time. It's convenient, profit- 
able, easy to set up and operate. For full de- 
tails, send for our FREE catalog No. MM-I8 
today. 


The MOORE KEY CONTROL Systems 


P. O. MOORE, INC. 300 FOURTH AVENUE, NEW YORK 10, N. ¥% 
(Circle 440 for more information) 





dissipated echo! 


poor soul just 
wasted away when 
he ran into a 
} Soundex Partition. 


. SOUNDEX 
PARTITIONS 


Z SOAK UP NOISE 
LIKE BLOTTERS 
SOAK UP INK. 
Perforated surfaces 
plus acoustical core 
turns the trick! 
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WRITE FOR 
FREE CATALOG TODAY. 


r Z L TI 
SRL TIM 
142 FEDERAL SQUARE BLDG. 
GRAND RAPIDS, MICHIGAN 
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Portable air-freshener 
destroys odors with ozone 


A new, portable air-freshener destroys 
unpleasant odors found in work shops, 
supply rooms, rest rooms, factory cafe- 
terias, etc., with ozone. 
purifies the air, 


The ozone gen- 
destroying the 
strongest organic odors, by accelerating the 

oxidation of the odors themselves. 


erator 


The compact unit can be carried and 





plugged in anywhere, and requires no more 
current than a 15-watt lamp to handle an 
area of 1500 cubic feet. 

For more information, write to Melco 
Products, Inc., 301 Fifth Avenue, S., Min- 
neapolis, Minn.; or circle number 541 on 
the Reader Service Card. 


CB 


Low-cost, thinner acoustical tile 
of incombustible mineral fiber 

A new, low-cost acoustical tile, of incom- 
bustible, perforated mineral fiber, is of 
an economical 14-inch thickness. The tile 
is available in 12” x 12” and 12” x 24” 
with nails, 


sizes, and can be _ installed 





screws, or cement. Combining high sound- 
absorbing efficiency with fire safety, com- 
plete repaintability, and ease of handling, 
the new acoustical tile is ideal for use in 
office construction and renovation projects. 

For more information, write to Arm- 
strong Cork Company, Lancaster, Pa.; 01 
circle number 546 on the Reader Service 
Card. 








Puts Push in the office! 


APB MailOpener, we mean! Mail opened and distributed 

by 9 a.m. gets your business day off to a fast start... And nothing 
opens mail faster or more efficiently than a MailOpener! 

This new electric Model, for instance, opens a// the morning mail 
in a few minutes—bulky envelopes, as well as regular letters . . . trims 
off a hairline edge as fast as you feed it . . . Quiet, durable, built 
with PB precision . . . Ask the nearest PB office to show you 
the MailOpeners, hand or electric models for every office, large or 
small. Or write for free illustrated folder! .. . 
PITNEY-BOWES, Inc. 4551 Walnut St., Stamford, Conn... . 
Originators of the postage meter, offices in 94 cities in U.S. & Canada. 


= PITNEY-BOWES 
© MAILOPENER 


FREE: Handy desk or wall chart 
of new Postal Rates for all classes 
of mail, and parce/ post zone 
map for any locality 
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This is an executive — 
fussing with 
details a clerk 


should be handling! 


How many extra hours do your 
department heads spend searching 
for the many tiny details that 
make up the all important picture | 
of a departments overall operation. | 


A ae The answer to this problem — as 
thousands of others have found — is 


PRODUC-TROL 


Produc-Trol is a visual control system that gives you 
facts, automatically compared and analyzed, at a single 
glance. Whether it's Order Control, Inventory, Parts 
Available for Assembly, Sales Statistics, or 
one of the other many and varied applica- 
tions, Produc-Trol eliminates the time-waste 
and inaccuracies that hamper executive de- 
cisions. Send the coupon today — let us 
show you how Produc-Trol can save time 
and money — and increase efficiency in your 
entire operation. 


PRODUC-TROL IS BEING USED EX- 












I'm interested in Produc-Trol for | TENSIVELY FOR CONTROL OF: 
aetna | ® Purchase Orders ® Traffic 
Nome ..... ame teh lari en © Parts Available ® Sales 
Title oc for Assembly 

® Parts in Process ® Personnel 
<oreeey "| © Manufacturing ® Dispatching 
Dideeie ee ee Orders 
City ...... cmt ZOMG vereeninis SHOC corinne. © @ Maintenance ® Machine Loading 


‘Effective Tools for Effective Management” 
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by 


Adjustable glides per- 
mit greater working 
comfort—equalize any 
unevenness in floor 
(between 29" and 
30!/2""). 





“Densiwood" posts at 
knee well space elimi- 
nate possibility of mar- 
ring or scuffing. 


THE METROPOLITAN 
warmth and beauty 





Ball-bearing suspen- 
sions on file drawer 
give finger-touch con- 
trol. Conference and 
Executive Desks feature 
patented Pendaflex file. 


Graceful round-corner 
design gives reater 
working space in less 
area. 


GROUP—in the matchless 
of fine cabinet woods. 


Smartly styled for maximum efficiency. See your 
IMPERIAL Dealer or write now for details. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 
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How to 
with industrial shelving 





file 


Columbus Mutual Lite Insurance Company increased filing capacity and reduced filing costs 


Open-shelf filing is a 
relatively recent cost-cutting innova- 
tion for the storage of active records. 
Using this principle, but employing 
standard industrial steel shelving, Co- 
lumbus Mutual Life Insurance Com- 
pany of Ohio claims to have furthei 
reduced storage costs, 

A project was undertaken to make 
a basement central file room hold more 
and do more. Before the change to 
shelving, the 120-foot central file room 
at Columbus Mutual contained file 
cabinets. Management emphasizes 
that the decision to switch to shelving 
is no reflection on the drawer system. 
They feel that file drawers are superior 
for most office filing. But Columbus 
Mutual’s problem had contained the 
following features: 
(a) The need to expand holding ca- 
pacity in an unexpandable space. 
(b) The containment of filed material 
of uniform size—each_policyholder’s 
paper work lies within his own folder, 
the size of which has not changed since 
the company started in business. 


Cost and space-saving factors 


Open files, therefore, appealed as the 
basic answer. Industrial shelving was 
chosen because of economy of size and 
price. Most library-type shelves require 
space between the backs of two single 
shelves (back to back) for supporting 
posts. The industrial shelving, which 











Aisle allows sufficient space for easy traffic flow. Shelves are at heights accessible to all employees. 


Index guides are readily visible from both sides. 


doesn’t use this type of supporting 
posts, enabled them to use seven 
double rows of shelves in the same 
space that six rows of regular shelving 
would otherwise occupy. 

While standard library-type shelving 
used for open files is less costly than 
good grade file drawers, the industrial 
shelving is even less expensive. The 
net result was that Columbus Mutual 


equipped its central file room with ex- 
panded holding capacity, used some of 
the old file drawers in other depart- 
ments where they were needed, and 
sold the remainder of the old equip- 
ment for more than enough to pay for 
the new shelving. 

Except for bottom and top shelves 
in the nine-high set-up, the shelving 
selected actually fell short of the depth 


methods 





of the file folders to be stored. The 
choice was deliberate. The folder’s 
depth of 1134” thus caused the filed 
material to project forward ahead of 
the nine-inch shelf. That 234” over- 
hang, experiment showed, made for a 
swifter run-down of file numbers when 
file girls were seeking desired folders. 
The gap provided “hand-grabbing”’ 
room, and kept the metal shelf fronts 
from protruding in the way. But to 
prevent scuffing or damage to folders 
near the floor, ceiling, or aisle-ends, 
these boundaries were provided with 
full-width members—deep top and 
deep bottom shelves, and specially-made 
end panels. 

Metal dividers were placed along 
Shelves at intervals calculated to pre- 
vent folders from falling over. The 
full-width shelves at the bottom of 
each unit of shelving protected the 
ends of files from the cleaner’s mops, 
shoes, ladder stools, and the like. Simi- 
larly, full-width vertical panels pro- 
tected the filed material at aisle ends. 

Since Ray A. Clark, Columbus Mu- 
tual secretary, had the files installed, 
he has been able to observe how eff- 
cient the open files are, and to mark 
down an additional plus value: the 
same staff of four girls and one super- 
visor maintains the expanding files 
and does so more quickly (with far 
less fatigue) than with the old system. 
They still have time enough left over 
to handle the mail room function, an 
automatic typewriter, and other mis- 
cellaneous clerical jobs. 

For more information on these files, 
circle number 538 on the Reader 
Service Card. 


Vertical dividers which are placed between the 
unit walls prevent the file folders from falling over. 
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Better Built for Better Business 
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The superior quality of ASE steel office furniture is inherent in its design, construc- 
tion and finish. The extra advantages ASE offers you are real. You can see them... 
test them... compare them at your dealers. e Here are some ASE advantages to 
look for. All are ASE developments...many are exclusive. « Desk tops have rounded 
corners and mar-proof Styledge Molding set in anodized aluminum trim. Pedestals 
are tapered ... styled for pleasing appearance. Pedestal bases are smoothly rounded 
—no sharp edges to catch or scuff shoes. Island bases afford more comfortable foot 
room. Desk drawers are extra deep. They glide smoothly, easily, quietly on six patented 
Nylon bearings. Desks are Bonderite treated to resist corrosion and provide the fin- 
est, permanent, lustrous finish. Every ASE product has similar exclusive advantages. 
See your ASE Dealer and investigate the many extras that mean greater efficiency, 


ee 
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Write for complete information. There’s an ASE dealer near you 


(Circle 467 for more information) 


ASE STEEL 
OFFICE FURNITURE 


See the smart, new ASE steel furniture at your dealers 


ALL-STEEL EQUIPMENT INC., Aurora, Illinois 
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for luxurious 
interiors 
Where elegance is a req- 
uisite, experienced inte- 
rior decorators specify 
Climax Club Smokers. 
These handsome non- 
tipping combination ash 
receivers and cocktail 
tables are of all-metal 
construction, chrome- 
trimmed. Choice of styles 
and colors to harmonize 
with any furnishings. 


Write for brochure M-4. 
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ARNOLT CORPORATION Unoianaus.a 
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All Models of Heavy- 
Gauge Steel Construc- 
tion, Gray Hammerloid 
Baked Enamel Finish. 


EASY TO FILE 
Just slip top edge up 
and under patented 
MIM-E-O Spring Clips. 


Safe 


MIM-E-O 


Efficient . . . Economical 


STENCIL & OFFSET 


NEGATIVE & MASTER 


FILES 


The MIM-E-O patented Spring Clip method 
of vertical filing provides complete protec- 
tion for Stencils (in File Wrappers), Offset 
Negatives, and Paper Composition, Aluminum 
and Zinc Masters—especially the serrated 
edge of Multilith Masters. Special heavy- 
tension Spring Clips available for filing Zinc 
Masters. 
The complete MIM-E-O line includes models 
to file Multilith #1250, #75, #80, #81, and 
##2066 Negatives and Masters; also Davidson 
#241, #251 and 7233. Filing capacity from 
re to 1000 units. 
MIM-E-O has 250 Distributors from coast to 
coast to help you with your Stencil or 
Offset filing prob- 








SAVE SPACE 
Each hanger holds two atti 


Stencils, Negatives or EASY TO FIND 


Masters. te E- 0 Og pndéen 
Write Today for FREE i - 
IHMustrated Brochure! fuer — 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. 


Chicago 22, Ill. 














Rate of return on investment 


is the best measure of capital project worth 


ee ate of return on 

investment, with allowance for di- 
vergent time patterns of earnings 
and outlays, is the soundest and 
most accurate measure of the 
worth of individual capital ex- 
penditure proposals. 

Almost every company must ra- 
tion its available supply of in- 
vestment funds because opportu- 
nities for profitable internal in- 
vestment ordinarily far exceed the 
amount of money that can be de- 
voted to them. Management will 
find it easier to make sound cap- 
ital expenditure decisions if it has 
a measure of how good each pro- 
posal is and also a standard of 
how good a project has to be to be 
acceptable to the company. Three 
measuring rods of investment 
worth are in common use: degree 
of necessity, payback period, and 
rate of return. 

Degree of necessity, a measure 
of the relative urgency or postpon- 
ability of a project, is a poor meas- 
It fails 
to measure project profitability 
and provides no basis for ranking 
proposals objectively or for deter- 
mining a meaningful standard of 
minimum acceptable quality. 

Payback period is the length of 
time it will take for the gross cash 
earnings of a project to equal 
back the original investment out- 


ure of investment worth. 


by Dr. Gordon Shillinglaw, 


Joel Dean Associates 


lay. It may be useful as a coarse 
screen to weed out very poor proj- 
ects or for a company with many 
highly profitable projects and a 
severely limited supply of funds. 
However, since this method fails 
to consider the net profitability of 
a proposal after allowance for 
capital wastage, it may produce 
an incorrect ranking of projects. 
Also it is not possible to deter- 
mine objectively a minimum ac- 
ceptable payback period for use 
as a rejection standard. 

Rate of return, a measure of the 
net capital productivity of a pro- 
posal, after allowing for repay- 
ment of the original investment, 
is superior to either of the other 
two methods. It is objective, it 
measures worth on the basis of 
net profitability, it permits com- 
parison of a project’s worth with 
objective rejection standards and 
it also permits a correct ranking 
of projects. 

The most important problem 
in rate-of-return measurement is 
to determine the principles that 
should govern the measurement of 
investment outlay and_ project 
earnings. 


Capital productivity is 
indicated by the added earnings 
produced by the added investment 
taking as a measurement 
benchmark the best alternative 
course of action requiring less in- 


outlay, 


vestment. For 
purposes, only outlays, costs, and 
revenues that will be affected by 
the decision should be estimated 
and incorporated in the 
return yardstick. 


decision-making 


rate-ol- 


Time patterns of investment 


outlays and project earnings, if 
they differ among projects, have 
an important bearing on invest- 
Money in the hand 


is worth more today than money 


ment worth. 


that will come in five years from 
now. Consequently, one project 
which will produce its earnings 
in the next year or two is to be 
preferred in any contest for funds 
over a proposal which will re- 
quire a number of years before it 
begins to turn in the same life- 
time earnings. 

If a company’s capital expend- 
iture proposals are roughly sim- 
ilar in time, shape, and in length 
of economic life, it is usually safe 
to calculate as if all investment 
outlays are made in a lump sum 
and project earnings are constant 
over the project’s life and, there- 
fore, can be averaged. However, 
it is more accurate to use a dis- 
counted cash flow method of cal- 
culation to allow for the time fac- 
tor, and in most companies this 
greater 
sure the most profitable invest- 
ment of capital funds. m/m 


accuracy is needed to in- 
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Electrified rotary card index file is 
complete, compact work station 


A new, electrified, rotary card index file 
is designed for rapid reference and_post- 
ing operations. It movable 
shelves which travel from either direction, 
bringing the required tray to the reference 
area from either above or below, and stop- 
ping at posting level. 
chair and posting board, the unit forms a 
complete and compact work station at 
which the operator can perform all normal 


contains 


Equipped with 


filing and posting activities. 

Automatic leveling, shorter crosswise 
trays, two-directional carrier travel, and a 
rapid-action circuit system combine to give 





smoother, faster automatic filing with noise- 


less operations. Additional optional equip- 
ment includes: a foot switch in order to 
operate the unit while leaving both hands 
free to work; a high-low operating switch 
which brings one carrier full of trays in 
the center at standing reference height; 
and a push-button selector which places 
the desired tray in a position directly in 
front of the operator. 

For more information, write to Reming- 
ton Rand Inc., 315 Fourth Avenue, New 
York, NN. ¥.: 


Reader Service Card. 


i. 


Calculating-adding machine features 
visible balance window 


or circle number 542 on the 


An exclusive feature of a new, 10-key, 
calculating-adding machine is a “visi-bal- 
ance’ window which permits the operator 
to see the accumulated balance at all 
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times. When the value is debit, the word 


“positive” appears in the window. The 
instant the accumulated value becomes a 
credit, the word “negative” appears. It 
operates at the rate of 202 printings per 
minute, on 110 AC or DC current. 

Other features of the machine are an 
extended cipher bar, memo writing  sur- 
face, non-print tab, column indicator, and 
an erase tab-backspacer. 

For more information, write to Felt & 
Tarrant Manufacturing Company, 1735 
North Paulina Street, Chicago, Ill.; 01 
circle number 548 on the Reader Service 


Card. 
i < 


Photocopying machine features 
automatic processing 

A new photocopying machine features 
an illuminated dial that takes the guess- 











work out of making copies. Setting the 


dial to match the type of original to be 
copied automatically produces a sharp, 
dry copy in only 30 seconds. 


” 


The compact unit is 24” long, 9” deep, 


” 


and 5” wide, and takes maximum pape! 
width of 15”, of all lengths. Self-adjusting 
rollers take any weight paper. Filling and 
emptying the developer tank is done by 
a squeeze bottle and tube, so the operator 
never comes in contact with the solution. 

For more information, write to the 
American Photocopy Equipment Company, 
1920 W. Peterson Avenue, Chicago, IIl.; 
or circle number 545 on the Reader 


Service Card. 

















He couldn't answer the two 
inventory shrinkage questions! 


1. Are you getting paid for everything you ship? 
2. Are you getting everything you pay for? 


Answers to these two questions are 
the key to your unaccountable inven- 
tory shrinkage problem. If you must 
answer “‘no” or “I’m not sure” to one 
or both questions (and most busi- 
nessmen must) then you have cause 
for concern — perhaps not to the de- 
gree displayed above, but concern 
nonetheless. Assuming you seek a 5 
percent net profit on sales, a $20 in- 
crease in sales is necessary to offset 
every dollar lost in inventory shrink- 
age. 

Cummins Controls provide a “yes” 
answer to both the above questions. 
Cummins Invoice Canceling prevents 


Cummins Invoice Cancel- 
ing Perforator cancels in- 
voices, supporting papers 
with holes you can read, 
virtually eliminates dupli- 
cate payment of invoices. 


bi 












both accidental and intentional pay- 
ment for something you don’t get, re- 
duces accounting costs and saves the 
chief accounting executive consider- 
able supervisory time. 


Cummins Order Control insures 
proper billing of all shipments, pre- 
vents unauthorized withdrawals of 
merchandise, simplifies audits. It 
also encourages the important daily 
check-out of all orders — a practice so 
costly and complicated in other or- 
der systems that it is often neglected. 


For full information about these 
two systems of control, mail coupon. 


Cummins Order Control 
Perforator numbers order 
sets consecutively with 
holes you can read, gives 
absolute control over all 
business transactions. 


IN BUSINESS AND BANKS @ SINCE 1887 


Ommimns 





CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 


Cummins 
Business 
Machines 
sales and 


es re Name 
service offices 


in principal 


cities Address of Business 


City 


[] Invoice Canceling 


Name of Business 


Dept. MM-45, 4740 N. Ravenswood Ave., Chicago 40, Ill. 
Please send me full information on Cummins 


[] Order Control 


Zone State 
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There’s 


“AUTOMATION 


TaliatcMiutelalaceyiutetite 






" 
x 
The MONRO*MATIC iy 
Duplex Calculator © 
tp 


7 


\ 


proves Years Ahead” 
for business figuring! 


Tough as your figuring problem may be, it can be done taneously. Whereas other calculators require extra steps. 
speedily, easily, with hardly a thought on the Monro*Matic For the Monro*Matic Duplex adds as it multiplies... 
Duplex. That’s why business has welcomed this great adds as it divides. And it stores intermediate results for 
new calculator. “Just what we needed”... “Nothing later use. No need to refigure problems all over again. 
like it”... “Great for payroll”... “Invaluable”... are Your local Man from Monroe—an expert at business 
typical comments. figuring methods as well as at business machines— will be 

Only the Monro*Matic, on the office machine level, glad to show you on your own figure work just how much 
gives you *Automation—the modern industrial miracle you can get out of time-saving, cost-saving * Automation. 
that does in seconds tasks that take human hands hours. \sk him for the whole story of Monro*Matie calculating. 
For instance, in work like payroll or statistics where a It won't cost you a cent for a demonstration! Monroe 
number of results are needed, the Monro*Matic Duplex Calculating Machine Company, Ine., General Offices, 
works the problems and gives several answers simul- Orange, N. J. Branch Offices a 


OPERATORS WHO KNOW... PREFER 





N RK O E CALCULATING, ADDING, ACCOUNTING MACHINES 
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Mimeographing post cards 
facilitated by special stencil sheet 

A special stencil sheet for mimeograph- 
ing post cards, labels, and file and library 
index cards is made up of four 4” x 814” 
stencils. “These can be separated for indi- 
vidual use by tearing along perforated 
lines. Guide markings are printed on 
each of the four parts of the stencil sheet 
to enable accurate positioning of copy for 
a 3” x 5” card in a minimum of time. 
The stencils can be used on any conven- 
tional mimeograph. 

For more information, write to The A. 
B. Dick Company, 5700 W. Touhy Ave- 
nue, Chicago, Ill.; or circle number 533 


on the Reader Service Card. 


New line of guides especially 
designed for tabulating uses 

A new line of guides is especially de- 
signed for the hard usage of tabulating 
systems. There are three types of vertical 
and horizontal tabs: plastic inserting tabs, 
plain tabs, and special, made-to-order tabs. 
The advantages claimed include longer 
wear, easier preparation, insertion and re- 
moval of titles, machine spaced or pin- 
feed control punched inserts, and elimina- 
tion of compression and static difficulties 
for easier handling. 

Inserts are machine and _ typewriter 
spaced for easier typing of titles. Guides 
have a pressboard lip and a ridge on the 
acetate tab for easier placing of the titles. 
Three holes, drilled in the body of the 
guide, act as compression breakers, and 
eliminate static attraction. 

For more information, write to G. J. 
Aigner Company, 426 S. Clinton Street, 
Chicago, Ill.; or circle number 532 on the 


Reader Servic Cc Card. 


ste 


Free sample of new 
finger-tip moistener 

A new finger-tip moistener has the 
properties of absorbing moisture from the 
air. It gives a harmless, non-irritating 
coating to the fingers, which enables the 
user to handle papers with ease. It com- 
pletely eliminates the need for wet sponges, 
finger stalls, or glycerine, and is grease- 
less, stainless, and odorless. 

For a free sample of the moizstener, 
write to the Evans Specialty Company, 
Inc., 407 North Munford Street, Rich- 
mond, Va.; or circle number 537 on the 


Reader Service Card. 
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3 photo-exact copies made in 
1 minute for less than 4¢ each 


$240 Kodak 
Verifax Copier 
saves *3,000 
per year 


This completely different copier lets 
Sligo, Inc., St. Louis, answer quota- 
tions without retyping. 


Sligo simply fills in prices on the quo- 
tation form a prospect sends in. Then — 
in a minute—gets 3 Verifax copies for 
its general office file, sales department, 
and the salesman involved. 

This eliminates hours of retyping and 
proofreading every day . . . saves more 
than the $240 cost of a Verifax Copier 
every month. More important still is 
the new business which results from 
“quoting first”...and getting error-free 
Verifax copies to the Sales force fast. 

Learn in detail why thousands of 
offices call a Verifax Copier indispen- 
sable. See how anyone in your office 
can whisk out Verifax copies after a 
few minutes’ instruction. No fuss. No 
change in present room lighting. Just 
mail coupon below. 


—-—-MAIL COUPON TODAY-—- 


Eastman Kodak Company 
Business Photo Methods Div. | 
Rochester 4, N.Y. 





Please send detailed facts on Verifax copy- 
ing and names of near-by Verifax dealers. 
197 






Name 





Company 
Street 
City 
State 


Price quoted is subject to 
change without notice. 
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Safety paper cutter 
features concealed blade 


A new, all-steel paper cutter has an ex- 
clusive “hidden blade” which will safely 
cut tissue, paper, cloth, cardboard, drawing 
and corrugated board. Up to 20 sheets of 
typewriter bond can be cut with ease and 
accuracy. Completely concealed, the cut- 
ting edge cannot touch anything except 
the material being cut. 

The cutter features a transparent cutting 
channel which holds the paper in exact 
position on pre-marked guide lines. An 
angle cutting guide bar provides for simple 
adjustment to any size or angle and assures 
accurate duplication of cut sizes. A trans- 





parent ruler is accurately marked in 16ths 
of an inch. 

The steel base is finished in a hard- 
baked grey hammertone, and four rubber 
feet protect desk and table tops, and insure 
steadiness while cutting. 

For more information, write to Hecto- 
graphia Corporation, 110 West 17th Street, 
New York, N. Y.; or circle number 531 on 
the Reader Service Card. 


eS te 


New steel floor armor 
provides safety and durability 


A new safety floor armor has less weight 
per square foot and a greater exposed steel 
surface than old types of steel surface 
armor. Very economical to install, it cre- 
ates a durable floor designed for abnormal 
wear and rough usage. The armor can be 
filled with a hot or cold mastic, and is ideal 














THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO.), Inc. 
494B Herb Hill Road, Glen Cove, N. Y. 


Send me the Folio of Colitho Application Ideas. 


Name 





Company 
Address 








City Zone State 
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Learn about Amazing New Offi 


EXTRA Seating and Table Space 
at a Moment’s Notice 


The new Clarin Tablet Arm Chair that folds 
combines table and chair in one. You'll 

be amazed at how many people you can seat 
comfortably in a small office—and give 

each of them table space as well. 

Thus, you can hold those important group 
meetings in almost any office—and arrange it 
in a few moments. This space-saving chair 

is quality built—gives years of service 

—folds flat to 3-inch depth for fast, 

safe stacking in a minimum of space. 

Foam rubber cushioning if desired. 


Write for full information: 








Clarin Mfg. Co., Dept. 47, 
4640 W. Harrison St. 
Chicago 44, Illinois 











There is a Clarin Steel Folding Chair for your every need. 
New FREE Catalog of complete line on request. 








ENGINEERED QUALITY MAKES THE BIG DIFFERENCE IN FOLDING CHAIRS 
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for resurfacing concrete or wood floors. 
The flooring is fabricated in panels for 
Sides 


together on the 


installation. and ends are 


locked 


When installed, it forms a continuous floor 


simple 
easily job site. 
which eliminates cracking, swelling, warp- 
ing, and shrinking. It is designed to take 
the brunt of rolling loads. 

For information, write to the 
Klemp Metal Grating Corporation, 6603 
South Melvina 


circle number 526 on the 


Card. 


New catalog available 
on graphic arts materials 


more 


Avenue, Chicago, Ill.; 07 
Reader Service 


A new illustrated catalog of materials 





developed for the graphic arts industry in- 
cludes detailed descriptions and uses. 

Listed in convenient tabular form are 
the photographic and physical character- 
istics of the manufacturer's line of graphic 
arts films, plates, and papers, with data for 
each on exposure indexes, safelight  re- 
quirements, and the processing chemicals. 

The catalog also offers a special section 
entitled, “Five Ways to Color” for photo 
mechanical reproduction. 

For a free copy, write to the Graphic 
Reproduction Sales 
Kodak Company, Rochester, New York; or 


Division, Eastman 


circle number 529 on the Reader Service 


Card. 
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New color film can be used 
in secretarial training courses 

The responsibilities of young women in 
business have become more complex and 
diverse, and the demands on their time 
and aptitudes have increased. This is partly 
the reason for the introduction of electric 
machines to the secretary's desk, as evi- 
denced by transcription and dictating ma- 
chines, intercom systems, and electric type- 





the ARWOOD PRECISION CASTING corp. . 






AY fenalax 


EQUIPMENT 


ELECTRONIC COPYING 


ff 


® 





TaMe- OS 2-3 i -laal- Mee) el-ia-lilelsmaeMe-j elle laletelaaliale, 


vol ge [-Ja-Meialael i>isMec-lalelet- mmol) ol-Talaal lait) 


in MINIMUM TIME 
at MINIMUM COST 


with facsimile 


ACCURACY 





The Arwood Precision Casting Corporation pur- 


chased STENAFAX because of the versatility of this 
modern facsimile copying machine in reproducing 
from all types of copy, including orders written in 
pencil or ink, typed or produced by mimeograph, off- 
set or the hectograph process. *** STENAFAX enables 
Arwood to provide all necessary personnel with accu- 
rate facsimile copies of the customer’s requirements — 
thereby rendering even more efficient service to the 
customer. Get the facts by sending for our booklet MM4. 
STENAFAX — Hotel Biltmore Arcade, 43rd St. and Madison Ave., New York 17, New York 


i. (Circle 461 for more information) 
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makes 
mimeograph stencils 


offset masters 
Tale t-mae) (=: 


simple to aperate, 


clean, economical, 
fast — no chemicals 












You Dial Your Own Inking 
with the revolutionary 


““THinking Robot’ 


Everything is controlled automatically 
by the “Thinking Robot” .. . you'll mar- 
vel how the REX-ROTARY magic dial 
regulates the exact amount of ink for 
Light, Medium or Dark copy without 
supervision .. . how a bell signals when 
it’s time to insert a new sealed ink car- 
tridge—no physical contact with ink 
. .. how it counts and stops automatically 
when the job is completed. 


See for yourself the greater accuracy in 
registration ... how quickly colors can be 
changed by simply wiping off cylinders. 
This is made possible by the new REX- 
ROTARY principle of twin cylinders 
with silk-screen stencil-carrier, which 
eliminates changing of drums and messy 
ink-pads. : 


ss Se, 


85 ne Ce 


NAME...2e iescctsccninciunsscneceests GeceiNssnpscchisnnstens ayabesaissont ‘ 
ADDRES rian Secs tiicrinccrsipeasematinieains 


Rex-Rorary Distr. Corp., 19 W. 3ist St., N.Y. 1, N. Y. | 


( ye € 


Request additonal information 
on “THINKING ROBOT” 
Multicolor Print Samples. 


[] Name nearest Dealer. 


ao pment pein sean 


Dept. M. 


@ REX-ROTARY NEEDS NO SUPERVISION 
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writers. A new color film, produced as a 
service to businessmen and business educa- 
tors, can be shown as part of on-the-job 
training programs. 

The film, “The Right Touch,’ under 
lines the opportunities and rewards for 
General Electric 
Company plans to show the film in their 
secretarial training course, and Union Car- 
bide & Carbon Corporation expects to use 
it as a backbone for a workshop program 
or typist improvement course. 


successful secretaries. 


The film is a series of entertaining and 
instructive episodes. It has an over-all run- 
ning time of 18 minutes, and is played by 
a Hollywood cast. “The Right Touch” 
will be available free of charge after May 
1, of this year. 

Vor more information, write to the Inter- 
national Business Machines Corporation, 
590 Madison # 
circle number 524 on the Reader Service 


Card. 


venue, New York, N. Y.; o1 
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Adhesive-backed memo pads 
ideal for office use 

A new memo pad features perforated 
Each 
page is divided into four perforated sec- 


pages with pressure-sensitive backs. 


tions, will stick to a telephone, a desk or 
any handy place where it can be seen and 
can be removed easily. 

For more information, write to the Allen 
Hollander Company, 385 Gerard Avenue, 
New York, N. Y.; or circle number 528 on 
the Reader Service Card. 
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Automatic safety lights turn on 
when electric current fails 

A new safeguard light is designed to sup- 
ply light by battery power when electricity 
fails. It is ideal for corridors, rooms, or 
other areas where proper light is a safety 


factor at all times. As soon as electric cur- 


rent stops, the battery power is automatic- 
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The Macey Collator 


... which automatically gathers printed sheets 


and mixed pieces of varying weights and sizes... 


now sold & serviced by 
Pitney-Bowes 


Originators of the postage meter .. 
maker of mailing machines .. . with offices 
in 94 cities in the U.S. and Canada 





. leading 





Fast & efficient work saver- 


Gathering or assembling by hand is 
slow and tedious, usually takes a lot of 
time, a lot of people, or both; disrupts 
office routine, diverts high salaried 
workers from their regular jobs. 

This new Macey Collator is highly 
efficient, easy to operate—can gather, 
stack and staple from 3,000 to 4,000 
sets, or as many as 64,000 letter weight 
sheets an hour on the largest model. 

It is wholly automatic, and extremely 
accurate. The top sheet is lifted by air, 
carried by suction to the conveyor 
tray. Each collated set is checked for 
thickness. A faulty set will cause a 


stoppage, which is indicated by lights, 
and can be remedied in seconds. 

This machine is worth its cost in 
convenience alone, and soon pays for 
itself in personnel problems avoided, 
time saved, and faster distribution and 
mailing. Hundreds of users find the 
Collator invaluable in assembling form 
letters, bulletins, price lists, catalogues, 
instruction manuals, etc. 

The Macey Collator is now backed 
by Pitney-Bowes expert service from 
259 locations. Call the nearest PB 
office for information, or send coupon 
for free booklet and case studies, 
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This 8 station model will 
gather up to 32,000 pieces 

an hour... handles sheet sizes 
from 3"x 5" to 12"x 17"... Also 


available in 4, 12 and 16 station 


models... Can be equipped with 


automatic stacker, and wire stapler 






TRE yi <- ve 


Free | 
Booklet | 
Pitney-Bowes, Inc. | 
4501 Crosby St., Stamford, Conn. | 
Send free booklet & case studies | 
| 
| 
| 
| 
| 


Name 
Firm 


Address 
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Send for this 

20 page booklet... 
shows how xerography 
cuts duplicating costs! 





Xerography SPEEDS 
paperwork for companies 
of all kinds... 











XE ROGRAPHY copies anything written, 


typed, printed or drawn—onto paper masters 
for duplicating—in 3 MINUTES! 


When the market closes for the day, it’s just the 
beginning of other activities for brokers and finan- 
cial houses in preparing up-to-the minute reports 
to rush to branch offices, correspondents and cus- 
tomers the same day. What formerly required hours 
is now done in minutes by xerography . . . and at 
substantial savings over other methods. Xerography, 


the most versatile copying process, can be used by 





any type business, large or small, to speed the flow 
Original is copied onto 


. ‘ r paper master by xerog- 
Anything written, typed, drawn or printed can be raphy in jess then 3 


reproduced with photographic accuracy in about minutes. 
three minutes by xerography onto an offset paper 
master for runoff of multiple copies on an offset du- 
plicator. Original copy may be enlarged, reduced or 
reproduced same size by xerography in XeroX® copy- 
ing equipment. Copies can be made from one or both 
sides of original material by xerography. 

For use in diazo type machines, translucent inter- 
mediates can be made from any original subject in 
the same speedy way. 

There is no limit to the versatility of the dry, elec- 
trostatic xerography process in paperwork duplicating 
applications. It is now possible, with xerography, to 
produce up to eight copies including an offset paper 
master or translucent master from one xerographic 
image. 


of paperwork and cut duplicating costs. 





Paper master is placed 
on offset duplicator to 
produce multiple copies. 


THE HALOID COMPANY 
55-4X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 
(ZE-ROG-RA-FEE) 
fastest, cheapest, most versatile way to make masters for duplicating 








pu 
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ally turned on, immediately lighting the 
area until electrical current is restored. 
The new light comes in five compact 
and light-weight models. They also serve 
as emergency lights and searchlights when 
not plugged into the electrical current. 
For more information, write Jamil, Inc., 
P. O. Box 717, Winter Park, Fla.; or circle 
number 523 on the Reader Service Card. 
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New fiber glass ladder 
offers strength and durability 

A fiber glass ladder combines the super- 
ior strength-to-weight ratio of light metal 
ladders, with the non-conducting qualities 
of wood ladders. Stronger and more dur 
able than wood ladders of even greater 
weight, it takes full advantage of a tough 
sandwich construction of fiber glass_ re- 
inforced side rails. Non-twisting alumi- 
num or magnesium rungs are plastic- 
welded. 

The smooth,  splinter-free ladder _ is 
available in both straight and extension 
styles. 

For more information, write to the Put- 
nam Rolling Ladder Company, 32 How- 
ard Street, New York, N. Y.; or circle 


number 543 on the Reader Service Card. 
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Emergency signs and markers 
made with reflective sheeting 


New emergency signs and markers can 
be seen inside a factory even when power 
failure darkens the entire plant. Each sign 
is completely reflective, can be seen and 
read up to several hundred feet away by 
a man with a flashlight. Made with reflec- 
tive sheeting so that they brightly reflect 
in full color in the darkness, the signs look 
the same under daylight conditions or 
under flashlight beams. 

As emergency signs, they are designed to 
save the time often lost by employees and 


emergency crews fumbling in the dark for 














Your best 


cancer insurance... 


“LIFETIME” POLICY... 
See your doctor every year 
for a thorough check-up, no 
matter how well you feel. 


“DAY-TO-DAY” POLICY 
...See your doctor immedi- 
ately at the first sign of any 
one of the seven danger sig- 
nals that may mean cancer 
(1) Any sore that does not 
heal (2) A lump or thicken- 
ing in the breast or else- 
where (3) Unusual bleeding 
or discharge (4) Any change 
in a wart or mole (5) Per- 
sistent indigestion or diffi- 
culty in swallowing (6) Per- 
sistent hoarseness or cough 
(7) Any change in normal 
bowel habits. 


Many cancers can be cured, 
but only if properly treated 
before they have begun to 
spread or “‘colonize”’ in other 
parts of the body. 


For any information about 
cancer just call the Amer- 
ican Cancer Society or write 
to “Cancer” in care of your 
local Post Office. 


American 
Cancer 
Society 
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fire-fighting equipment or other critical ob 
jects, and passageways. Direction signs 
point the way to exits, fire escapes, medical 
aid stations, and other strategic points. 

The reflective sheeting is mounted on 
non-corrosive aluminum which, according 
to the manufacturer, provides greater dur- 
ability than other sign materials. The signs 
will withstand the deteriorating effects ol 
industrial atmospheres and weather. 

For more information, write to the 
Minnesota Mining and Manufacturing 
Company, 900 Fauquier Street, St. Paul, 
Minn.; or circle number 527 on the Reader 


Service Card. 
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New automatic collator gathers at 
rates up to 10,000 sheets an hour 


\ new, automatic collator gathers paper 
in sets of up to eight sheets, at a rate of 
10,000 sheets per hour. It delivers them in 
alternately offset piles. Compact and sim- 
ple in design, the collator has an unusual 


advantage in its ability to handle the light- 





est manifold paper—even one-time carbon 
paper — intermixed with heavy ledger 
paper. There are no complicated feed 
mechanisms. Carbon paper will not 
smudge since no grippers or feed rolls are 
used in the collator. 

All loading, delivery, and operating con- 
trols are on one side and end of the ma- 
chine. It is quiet in operation and has low 
power requirements. 

For more information, write to the Cum- 
mington Corporation, 620 Commonwealth 
Avenue, Boston, Mass.; or circle number 


525 on the Reader Service Card. 
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WNaltonals “De Luxe” 


Series of ADDING MACHINES! 





Live Keyboard with keytouch adjustable to each operator ! 


Saves up to 50% hand motion 
—and effort! 


Never before have so many time-and- 
effort saving features been placed on an 
adding machine. 


Every key operates the motor — so you 
can now forget the motor bar. No more 
back-and-forth hand motion from keys 
to motor bar. 


And keys are instantly adjustable to 
each operator’s touch! No wonder oper- 
ators are so enthusiastic about it. They 


THE NATIONAL CASH REGISTER COMPANY, varron 9, oni0 


do their work faster — and with up to 
50% less effort. New operating advan- 
tages! New quietness! New beauty! 


“Live” Keyboard with Adjustable Key- 
touch plus 8 other time-saving features 
combined only on the National Adding 
Machine: Automatic Clear Signal .. . 
Subtractions in red . . . Automatic Credit 
Balance, in red . . . Automatic space-up 
of tape when total prints . . . Large An- 
swer Dials ... Easy-touch Key Action... 
Full-Visible Keyboard with Automatic 
Ciphers . . . Rugged-Duty Construction. 


949 OFFICES IN 94 COUNTRIES 


(Circle 441 for more information) 











A National “De Luxe” Adding Machine 
is an investment that quickly pays 
for itself with the time-and-effort it 
saves, and then continues savings 
as added yearly profit. 

One hour a day saved with this 
remarkable new National will, in 
the average office, repay 100% a 
year on the investment. See a dem- 
onstration, today, on your own work. 
Call the nearest National branch 
office or National dealer. 


65 










STOP 


PARKING 
HEADACHES. 












New 
Pr RC OA System 


Operates Parking Lots 
Automatically 





WITHOUT ATTENDANTS 





Here’s the practical solution to today’s parking problems, as already 
proved in actual service at hospitals, schools and other institutions, 
municipalities, industrial plants—wherever private parking facilities 


must be maintained. 


The amazing new PARCOA system does the job safely, economi- 
cally and dependably—without attendants. A simple electrical 
mechanism controls entrance and exit gates, actuated by card-keys* 


issued only to authorized holders. 


PARCOA equipment is low in first cost. Easy to install. Requires 
minimum maintenance. No attendants needed. No help problem. 
Pays for itself through savings. Coded card-keys can be changed as 


desired. 


Write today for illustrated brochure 
and name of nearest distributor. Tech- 
nicolor sound film available for private 


showing to your group. 





*Your choice of controls (coin, 
card or any combination) makes 


this system readily adaptable 
to your requirements. 





PARKING CORPORATION OF AMERICA 


Division of Johnson Fare Box Company 
Revenue Collection Specialists Since 1909 
4619 North Ravenswood Avenue, Chicago 40, Illinois 


Sales and Service Offices in Principal Cities listed under BOWSER, Inc. 


(Circle 446 for more information) 











Here’s a specially designed bind- 
er that will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. 
The maroon, leather-like hard cover 
allows volumes to be stored ‘ 
end” in your bookcase. 








Binders for Management METHODS 


Single binder price 
is $3.95, postpaid. Or, 
if you ‘have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 

Check or money 
order must accompany 


on S. your order to: 
Lantan STATIONERS, INC. 


141 East 44th St., New York 17, N. Y. 
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Matching chairs designed with 

foam rubber cushioning for comfort 
New matching swivel and guest chairs, 

designed to fit modern office decor, utilize 


foam rubber cushioning over steel springs 





for seats, and thick-cored foam rubber pad 


for backrests and armrests. 

The swivel chair is available with eithe1 
a flexible, silent, molded fiber glass base 
or a streamlined steel base. Both bases 
are equipped with 2” plate-type, soft rub- 
ber ball bearing casters. Color schemes 
re provided which harmonize with wood 
and steel desks of all finishes. 

For more information, write to The 
Sturgis Posture Chair Company, 154 East 
Erie Street, Chicago, Ill.; or circle number 


544 on the Reader Service Card. 
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Photocopier offers modern design 
and simplicity of operation 

A continuous type photocopying ma 
chine combines attractive design with ef- 
ficiency and simplicity of operation. The 
timing of photocopies is controlled by a 
series of push buttons. ‘The machine has 
a reverse movement key for feed correc- 


tion. This dry-process machine can be 
operated without turning off the lights and 





gives finished prints in forty seconds. 

For more information, write to Addo 
Machine Company, Inc., 145 West 57th 
Street, New York, N. Y.; or circle number 
540 on the Reader Service Card. 
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PLEASE SEND ME THE ITEMS CHECKED April 1955 


"Workshop for Management” at $19.00 and bill me after delivory 
At the end of 5 days, ! will either return the book, or send payment. 


MANAGEMENT METHODS for one year at $5.00 
copies of 1953 THE INTEGRATED OFFICE at $2.00 each 
copies of 1954 THE INTEGRATED OFFICE at $2.00 each 
Payment enclosed Bill my company 
Name 
Title 
Company : 
Address __ 


City Zone State 
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A revolutionary new 


HIGH FIDELITY 


ictation-Transcription Machine 


by COMPTOMETER 


Fys for itself’! 


Comptometer announces a_ revolutionary new dictation 


machine that pays-for-itself as you enjoy years of the finest 
high fidelity, magnetic dictation. Now dictation becomes 
as easy and natural as talking to your secretary. The amaz- 
ing lifetime guaranteed magnetic Erase-O-Matic | belt 
can be used thousands of times over again. No expensive 
discs, cylinders or records to continually buy, ever. The 
letters you dictate are so error-free...so easy to under- 
stand, because of the high fidelity voice reproduction, 
it makes any typist a secretary. Here truly, is America’s 
finest machine with savings that now bring dictation 
within the means of every business. Mail coupon for 
complete information on this compact electronic 


achievement by Comptometer. 


Another quality product by Felt and Tarrant, 
Mfg. Co., makers of World Famous Comptometer 
Adding-Calculating machines since 1886 


Outstanding Features . 


e ERROR FREE DICTATION e HIGH FIDELITY RECORDING 
e DUAL SPEAKERS e PORTABLE e SMALL—COMPACT 


with matchless SIMPLICITY of operation 
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omptometer DICTATION —TRANSCRIPTION MACHINE | 





COMPTOMETER Dictation Division 


Name 





Company 
Address 


City 


(Circle 420 for more information) 


Felt & Tarrant Mfg. Co., 1712 N. Marshfield St., Chicago | 


Geatlemen: We are interested in the Comptometer Office Dictation-Transcription Machine with the 
Lifetime Guaranteed Erase-O-Matic Recording Belt. Without cost or obligation: 


Please send Complete Information [) Arrange for a Demonstration 


|} Arrange for a Free Office Trial 


_State 
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] pDO-xX 
‘always bright and figures right ... with Al 


“ 
x 


Recent laboratory tests show the new 

ADDO-X is speedier and requires far less 
energy to operate than the four other 
well-known comparable machines on the market. 
All this, plus the exclusive Step-O-Matic 

Lever offers calculator performance 

at adding machine cost when multiplying. 


Figures based on an 8 houf Working days 
Machine “A” required 56% inore energy 
Machine “C” required 159% more energy } 
Machine “D” required 270% more energy 

Write for descriptive literature, Dept. M b 


ADDO MACHINE COMPANY, INC., 145 WEST 57TH STREET, NEW YORK 19, N.Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP. 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


(Circle 401 for more information) 








Machine “B” required 66% gore energy : ei 
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